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TRANSACTIONS AND RECORDS ACTIVITY 
ORGANIZATIONAL LOCATION 


Prior to 1949, the Transactions and Records activity reported 
to the Office of the Director of Personnel. Since 1949 the Trans- 
actions & Records function has organizationally reported to the 
following units (figures in parentheses represent authorized strength 
•where known) : 


1949 

Transactions & Records Division 
Personnel Overt Branch 
Transactions & Records Division 
Personnel Covert Branch 

19 Apr 50 

Personnel Division Overt (PDO) 
Transactions & Records Branch ( 9 ) 

31 Dec 50 

Personnel Division Covert (PDC) 
Transactions & Records Branch 

31 Dec 50 

Personnel Division Overt (PDO) 
TRB (16) 

Personnel Division Covert (PDC) 
TRB (14) 

21 Feb 51 

pdo/trb ( 16 ) 

PDC/TRB (22) 

7 Aug 51 

PDO/TRB ( 16 ) 

pdc/trb ( 27 ) 

16 Aug 52 

pdo/trb ( 16 ) 
pdc/trb ( 31 ) 

3 Nov 52 

pdo/trb ( 16 ) 
pdc/trb (4l) 

31 Dec 52 

pdo/trb ( 18 ) 
pdc/trb (4l) 

9 Nov 53 

pdo/trb & PDC/TRB merged into 
Processing & Records Division 

prd/trb (42) 

7 Jun 55 

Processing & Records Division name 

changed to Records & Services Division 
RSD/TRB (42) 
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15 Dec 58 

Records Services Division 

rsd/trb (4o) 

3 Jan 63 

Records Services Division absorbed by 
Personnel Operations Division (POD) 

pod/trb ( 31 ) 

11 Apr 66 

Records and Control Division 
established (ROD) 

rcd/trb ( 28 ) 

18 Jun 68 

Control Division Established (CD) 

cd/trb (24) 
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EXAMPLE OF EARLY POSITION CONTROL REGISTER 

Attached is a sample of the type Position Control 
Register used prior to the introduction of machine and 
computer-based registers. It was produced by photographing 
each of the trays of Service Record Cards maintained by the 
Position Control Section. 
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CONTENTS OF OFFICIAL PERSONNEL FOLDER AND 
INSTRUCTIONS FOR FILING MATERIAL IN FOLDER 
Revised May 1970 


Left Side 


Records of temporary value. File in chronological order with 
latest paper on top. 

1. Draft deferment and permission to leave the country, 

2. Form 1152. Request for Personnel Action. 

3. Form 337. Request for Security Clearance. 

4. Form 1667 a. Report of Interview. 

5. Form 6l0, Routing and Record Sheet (Only those which contain 

information. ) 

6 . Form IO 76 . Notice of Official Disability Claim File. 

7. Intez’im letters. 

8 . Unsensitive, sterilized cables and dispatches relating to 

overseas assignment. 

9* Miscellaneous correspondence. 

10. Biographic Profile (bottom left side). 

11. Form 879 . Outside Activity Approval Request. 

12. SF 127. Request for Official Personnel Folder (copy of re- 

quest sent to Federal Records Center) . 

13. Application for Career Status in CIA. 

14. Memo from TRB requesting CPD to provide dates of creditable 

Contract Service. 


Right Side 


Permanent records affecting the employee's status and service. 
File in chronological order within the categories outlined. 

1. Form 198 b, envelope for recharge cards. 

2. Color photograph. 

3. Cover memo, if any. 

4. ACTIONS: Form 1150, Notification of Personnel Action; Contract 

Personnel Division memoranda verifying contract service 
(bottom of Actions). 

5. FITNESS REPORTS: Fitness Reports, test results, training evalu- 

ations, outside training reports — anything pertaining to 
tests or training. 

6 . OTHER: SF-144, Statement of prior Federal and Military Service; 

Military Status Questionnaire; Form 1451, Overseas Service 
Report; Form 6 l, Residence and Dependency Report; SF- 6 l, 
Appointment Affidavit; Official letters of commendation and 
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reprimand; security violation reports; Form 911a, Overseas 
Agreement; SF-53, Waiver of Life Insurance Coverage (obso- 
lete); SF-176, Election, Declination or Waiver of Life 
Insurance; Memorandum of Understanding; SF— 2808, Designation 
of Beneficiary; SF-1152, Designation of Beneficiary.-- unpaid 
compensation deceased civilian employee; SF-54, Designation 
of Beneficiary -- FEGLI; SF-2809, Health Benefits Registration 
Form; SF-2810, Transfer of Health Insurance; Field Reassign- 
ment Questionnaire. 

7. MEDICAL: Form 570, Request for Pre -Employment Medical Evalu- 

ation; Form 259, Request for Medical Evaluation. 

8. PHS-SEC: Personal History Statement; college transcripts; 

Form 444, Series; Form 1962 Series, Language and Qualifica- 
tions Code Sheet; Marriage to an Alien (if applicable); 
Security Approval (under all other CIA papers). 

9. Other Agency Folders: Materials from other agencies where 

the employee previously worked. (Kept under all CIA material 
with a plain white sheet with a gray tab over it; occasionally, 
if volume of other agency material warrants it, a second 
volume is compiled, composed entirely of the other agency 
folder. ) 


- 124 - 
SECRET 


Approved For Release J2000/04/18 : CIA-RDP90-00708R000200170001-9 



DP90-00708R000200170001-9 


Approved For Release 2000/04/ 




RETIREMENT OF OFFICIAL PERSONNEL FOLDERS 

Attached are instructions and procedures used 
for retirement of Official Personnel Folders for 
employees who have separated employment status with 
the Agency. The same procedure, developed in 1962, 
is in use today. 


/ 
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17 September 19o2 


PROCEDURES FOR RETIRING OFFICIAL PERSONNEL FOLDERS OF FORMER AGENCY EMPLOYEES 


The full-owl «(; procedures will be followed in retiring files of Agency employees 
at the time cf separation : 

(a) Files Section will retire to the CIA Records Center one month after 
separation the complete file (including non-CIA service) of former 
employees who are; 

25X1 C 

(2) separating for military service, 

(3) separating to accept any non-staff appointment with the Agency, 


25X1 C 

C 00 

(1) Prepare a standard Government folder with the service filed by 
Agency in chronological order with last service on top. 

(2) Prepare two separate lists: (l) for non-CIA service secured through 

the Civil Service Commission after March 1956, and (2) for files 
secured in the name of the Agency. 

(3) Forward three copies of the first list and two copies of the second 
list to Chief, Cover Support Section, Office of Security, for 
screening prior to release of files. 

(4) Upon return of one signed copy of these lists from the Office of 
Security, insert a short memorandum form in the CIA portion of the 
file indicating the date records of previous service are being 
forwarded to the Federal Records Center and a memorandum notification 
in the Federal Records Center portion of the file indicating that 
the record of additional service with the Agency can be secured by 
writing the Office of Personnel, CIA. 

(5) Ship to the Federal Records Center In separate boxes those records 
secured through the Commission and those secured in the name of CIA. 

(c) The Office of Security will forward a copy of the first list to the 

Civil Service Commission to purge their records. 

(a) For the purposes of record retirement, service with C0I, OSS, SSU, and 
( CIG will be considered as CIA service and will be retired to the CIA 

Records Center . 

SECRET 

- 126 - 

- r Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 


saw 1 I 

Eiciafltd tram utiiNticl 
eoitgriduj ai)4 1 
DKlnSltltlllM 1 





SECRET 


ATTACHMENT E 


Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 

RECORDS STORAGE REDUCTION PROGRAM 

Attached is a package outlining the need for Records 
Reduction in the Agency. This project was undertaken in 
fiscal, year 1969 and was completed the next year. The 
package contains proposals for elimination of material of 
no legal, historical, or administrative value from terminated 
Official Personnel Folders. 
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.15 October 1968 


MEMORANDUM FOR: 


SUBJECT : . Records Management - Purging the Official 

Personnel Folder of Duplicative or 
Unnecessary Record Material 

l! ? The matter of purging the Official Personnel Folder is brought 
to your attention inasmuch as there are numerous sources of input and re- 
sponsibility for record material contained therein. At this time we are 
concerned •with the Folders of employees who have separated from the Agency. 

. The applicability of this proposal to Folders of on-duty employees will be 
. considered at a later date. .1 

2. When an employee separates his Official Personnel Folder is 
retained in the Office of Personnel, Headquarters File Room, for approxi- 
mately six months before it is forwarded to the Records Center for storage. 
The necessity for having the Folder to respond to inquiries is most frequent 
imm ediately after an employee's separation and falls off sharply after the 
first year. The proposal contained in thi3 memorandum will permit the re- 
tention of the Folder in Headquarters for over a year and also reduce the 
storage footage at the Records Center.. 

3. For security reasons the Agency is the "Office of Record" for 

• that part qf the Folder concerning Agency employment. The requirements for 
the establishment and maintenance of the Official Personnel Folder are set 
. forth in Federal Personnel Manual Supplement 296-31, Table 8, "Contends of 
Official Personnel Folder." (Copy attached TAB-A) All required records, 
set forth in TAB-A, Section 1, "Permanent Records - Right Side of Folder," 
paragraphs a and b would be retained. All Agency developed records for 
purposes s imi lar to those in this Section would also be retained. It is 
proposed that a review be made by responsible parties of records of the 
nature described in TAB-A, Section 2, "Temporary 'Records - Left Side of 
Folder", and a determination made regarding their disposition. They are 
. listed in TAB-B. • 


4. Your comments on the disposition of the record material listed 
in TAB-B is requested by 1 N 0 vember 1968. The Official Personnel Folder is 
required to be stored for a minimum of 56 years. Your • comments should in- 
clude recommendations for the use of the Folder for storage of material not 
now stored in the Folder with comparable retention requirements. 


25X1 A 



- 128 


Plans and Control 


68ilH* 1 • 

Excluded irern adoiutli. 
doDD'/iiiing tad 
d:clis:lllcitUn 

Approved For Release. 2000/04/1 8 : C I A-TOPW-(07O8ROOO 200 170001 -9 





! Approved For Release 2j&00/04/18 : GrA-RDP9O-OO7O8RdOO^O0^^K‘ ; ^9- , 




Tabic 8. Contents of OiTicial Personnel Folder 


SECTION 1. PERMANENT RECORDS— 


' (8) SF 57, 57 A, 58, or 00 (or equivalents), 

and examination papers as follo.wa: 


ff; .V •' ■: ' RIGHT SIDE OF FOLDER and examination papers as iollo.ws: 

|v- .• . ... ' •* (a) Application for Federal Employment and 

AAT- ,v - Designation and order of filing. 'Iho 8up]> i cmcnU i application forms:. earliest 




.. 1 ■ 


, : personnel records and documents listed under b, . . {om , ]fttcst thc ] atcst ono bearing 

’’ c, and d of tins section effect the employees • ccrt ir 1C ation of eligibility for veteran 

• status and service and have been designated as prcferonco . any onc which waa used as 

' permanent records by the Civil Scrvico Com- h-". ■ tbo basis for rating in an unassembled 
mission. All records and documents so listed , . civil , 6Crvico CXftmination; and ->tho 

;• bc the right wdc of the Officia /- *• l ulcs t application^ returned by the Com- 

A j Personnel Folder m chronological order, except roi8sion lowing the results of invest!- 

■tu a t: , ... ' * • 'V '^r *v gation (i.o., bearing a notation that tbo 

0) Any listed document obtained for, or re- cns0 woa processed, discontinued, • or 

lated to, a particular personnel action may bo • results .were furnished to the agency), 

i. -filed immediately below the Standard Form 60 •* • -^Earlier applications containinginvesti- 

. covering the action. • gatory notations need not be retained 

(2) Tho latest Standard Form. 57 may bo unless .required for other reasons.^** 

filed abovoothcr documents to facilitate roviow ^ Civll scrv j c(i examination papers, in-. 
■ for promotion, etc. . i!>: eluding papers resulting from tests ad- 

's (3) When tho Standard Form 58 is used to .. ministered by tho agency, and including 
update an employee's oxperionco and oduca- .• tho application to which attached, 

tion, it should bo filcdmoxt to and immediately ' 

’ cr< (Note: One year after appointment, agencies may, 

abovo thc latest SI’ 57. . ’ ■ jf they desire, remove and destroy thc answer sheets for 

b. Permanent records and documents origi* ‘assembled examinations, including stenographic traa- 


nating with appointment action. (1) SF 15, 
Veteran Preference Claim (or equivalent). S 
. (2) SF 50 (or equivalent), Notification of ? 
Personnel Action (including letters of appoint- . 
; ■; ment whero SF 50 waa not issued), covering •' 
appointment action. • . • / 

V. (3) 'SF 50-A (or equivalent), Notice of Short v i 
Term Employment, • - ‘ 

•i;h (4) SF 61, Request for Insurance (only that i 
portion containing decision of ovEou—part D). *• 


scriptions and typing testa. 1 Declaration sheets filed 
with examination papers may bo removed and destroyed 
five years after appointment.) 

(0) SF 61 (or equivalent), Appointment 
■Affidavits. 

(10) SF 61a (or equivalent), Civil Officer 
Appointment Affidavits. 

(11) SF 70 (or CSC Form 12, or equivalents). 
Proof of Rcsidcnco. 

(12) SF 78, Certificate of Medical Examina- 


livuivii i.utituumin uuvioiuit in vri>uur liu • . , * \ rr m a r .« *nl 

/m ct 1 co / • , .1 -n ,, TJ '•••; tion (or equivalent); Health Qualification Place- 

(5) SI* 52 (or equivalent), Request for Per-..- . , j j . 

, , ‘ 1 . . . ment Record and any other medical record 

6onncl Action, when used as an appointment *. , . . /, . « . 

, . ,! of an examination to dotermme an employees 

document m lieu of SF 50. ‘ ft 

(C) SF 53, Waiver of Lifo Insurance Coverage. 

r, T , ,, t\ • .■ , r, - . !,■ ‘ Itcviow restricted as indicated in FPM chapter 203, 

(7) SI 1 64, Designation of Bononciary^.'v, -gubchaptcr 2; however, tho examination papers may be 


FF24 Supplement 206-SI 


Inti. 38 
July 3, 1968 


.. . » •# u ^. 1 »* • * i • ti v » • vt«i. *> • • » i i.vi , • ‘ * ■ » ■ 
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fn » » u 


•C 


rn: : 

i * . •* 

. ’ y t ,* 


i 

\ i « 
! ? 


apart from tho Official Personnel Folder during '• Civilian And Military ncrvicc, when it: 




mi employee’.'* service with art ajjrnr.y, tho 
iigcney nuiot file. thorn in the folder when tho 
employee is transferred or ia separated. (For 
disposition of oilier medical records, oec I’PM 
chapter 2 Slit, section 3-i.) 

(lit) Investigative forma and documents: 

(a) ,SF 84, Request for Report on Loyalty 
7 .Data (returned copy bearing notice of 

processing), 

(b) SF SR, Data for Nonsensitivc or Non* 

Critical-Sensitive Position (signed carbon 
copy — upon separation, see appendix A, 
subchapter S3). .* 

(c) , SF J>0, Security Investigation Data for 

Sensitive Positions (signed carbon copy — 
upon separation, eco appendix A :K sub- 
chapter S3). 

(d) Notice of final results of investigation for* 
Federal employment. (In nonsensitive 

; cases investigated by the Commission, 
the returned n]iplieation sliowing the 
results of investigation meets this require- 
; ! '• jnent. In all other eases, indudo a statc- 
ment or other evidence showing tho 
' decision and indicating that the in vestiga- ' . , 
tiyc requirements for Federal employ- 
ment have been met. A reference to * 
clearance for access to classified informa- 
■*' tion under Executive Order 10501 docs - 
not meet, this requirement.) 

(c) Notice of final result of processing under 
Executive Order 0 835, such as the appli- . , 
cation form returned by the Commission 
stamped "Processed under E.O. 9S35, 
part 1, sec. 3," or notification from a 
former regional loyalty board of tho;; 1 . 
Commission or .from §. former agency ’ 
loyalty board. 


Federal 
by any 


.VC 

V'.’f 


■ .. (a) Records service not reflected 
other official record. 

/ : (b) Sets forth evidcnco upon which .com* 
petitive status has been determined. 

(c) .Sets forth a cumulative record for leave 
■ purposes or one for this purpose which 
, . > ’ differs from any other cumulative record 
>• in the file. : ' 

■ (d) Ts used to determine creditable service 
and service date for reduction in force 
purposes. 

(15) SF 2809, Health Benefits Registration 
Fornix 

(16) SF2810, Notice of Change in Enrollment 
Status. 

(17) CSC Form 2800s., Proof of Selection for 
Career (or Career-Conditional) Appointment 
(or Proof of Selection for Competitive Status 
Appointment). 

(18) CSC Form 2800b, Authorization of and 
Proof of Selection for Career-Conditional Ap- 
pointment. 

(19) Evidenco of date of birth. 

(20.) Forms or letters from the Civil Service 
. • Commission which authorize competitive status, 
a noncompetitive appointment, or an excepted 
appointment. , 

(21) CSC Forms 492 and 617 (or equiva- 
lents) applications to establish eligibility for 
reinstatement under Public Laws 84-3SQ and 
85-S47. 

(22) Records and documents ia the Service 
Record File transmitted to agencies by the 
National Personnel Records Center are to be 
filed on the right- side of the folder as directed 
under 6ubyboptcr S6 of appendix A. 

(23) Statements of duties and responsibili 


ties of expert and consultant positions which 

■ t 

of an 


(Noth: Invraticalivc material and reports wilt not ., , . , . ... „ 

6, mark a part of tho Official Personnel Folder, roe ' ■ . WCr °. P r «P^ t0 , shoW tbc ^° b &CUab . r 

FFM chapter 7.VC, .ubckiptor 6. It o plica to agency V, squires the 6 cr vices of an expert or con- 
pnvmplo.rntciiV voucher* and inquiries shall not bo tnltant, . 

filed on the ri^ht tide ci tho folder, ooo Fl'M ohiptcr .• Permanent records and dccamcnts origi*/ 
751, •ubcUptcr ).) • i . ,v nating during tho employes’* sorvico. (1) 


i 


x 


InM. 56 
July 5, 


*• V, .,.yl »*' ’ * ** ** ' s " • • '• • • • • « 

-i . ,v','F ; . y ' x •' ."•}!>:•" K- : ' vV* ' E... ' 

• ( .• vSivv •: ^ ‘v o> V &&.'■*. • ■•‘cd 1 * <rbv -.t * s’v 

• i v*.r« « . ■ . •* < ♦ ; i . * • ", *• • 


* \\ v< v . • v: ' • v • <• ',y : \ 

. :'V ; b •• ' . ’ . • 

a_ - .. 'V' " ■' V^v ! :!::v;rhv;V'. 
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(c) 


Ai Approved Fdf'ftei&fsk ZbQtim)f& /‘tlA-RDP 

connection with n change Action. 

(2) SF 50 (or equivalent), Notifioalion of . 
Personnel Action, or otlior standard form used 

' to record a personnel notion not reported on 
SF 50, such ns SF 112G, Payroll Change Slip 
effecting n change in basic rate of compensation, 

. or $F 52 when vised to record a special assign- 
ment or ft detail in excess of 30 days. 

(3) Form CA 1, Employee's Notico of Injury 
or Occupational Disease (only when no report . 
is made to tho Bureau of Employees’ Comp'oa- 

v ea(.ion), 

(*1) Forms or letters from tho Civil Servico • 
Commission which; 

;> (a) Authorize competitive status. •••-'■„• 

(b) Cancel competitive status. 

(c) Verify competitive status, veteran prefer- , 
cnee, or ecrv.icc history. 

(d) Approve • membership on boards of ex-' 

'. , aminers. ’ : ■ 

(e.) Authorize a personnel action. 

(f) Disapprove personnel actions because of 
' tho nonexistence of competitive status. 

(5) CSC Forms 493 and G1S, applications for 
conversion to career or career-conditional ap- . 
pointment under Public Laws S4-380 and 85r 
S47. (These forms will also show agency hr 
Commission action on conversion.) 

(6) Agency recommendation for conversion - 
• to career appointment in postal field servico 

under Public Law 84-836. Also, applications 
for conversion under the law if omployco was 
' not cligiblo or was not recommended by the 
agency. 

’ (7) Training: 

Records of all training courses completed 
".V , . ■ (except short periods within an agency 
.->( that would liavo no bearing on tho 


vQriim ent facilities 
•imfraT'fnrt:if)TrT;y*Tn''<^9w?^'*^ of title 
5, United .Slaton Code. 

Letters from tho Civil Service Commis- 
sion (or appropriate references thereto) 
authorizing waivera and exceptions from*., 
tho provisions of tho law, 

,/mportanl: Ail training conducted by, in, or 
through non-Government facilities under au- 
thority of chaptor 41 of title 5, United States 
Codo whether or not completed, which exceeds 
40 hours must bo identified in such a wa y as to 
insuro compliance with tho law's prohibition 
against moro than ono year of that training 
. during any 10-year period of civilian employ- 
ment. 

(8) Notices of Outstanding and Unsatisfac- 
tory Performance ratings (include notice of 
warning when unsatisfactory rating is filed, and 

'.any appeal decisions sustaining the rating). 

If decision i3 later made that an unsatisfactory 
rating was erroneous, tho warning and unsatis- 
factory rating must be romoved from the right 
sido of tho folder. 

(9) Evidonco of awards under title 5 of the . 
United States Code, Chapter 45, Incentive 
Awards. 

(10) Official lottcm of commondation cvidenc- 
• ing performance of official duties (or duties not 
’ under Government control- but related to 

performance in Government servico) clearly 
above tho quality which is normally expected 
-in tho performance of thoso duties. (Do not 
include papers such as letters evidencing 
participation in matters of a civic, religious, or 
professional nature utiloys the communication 
is in tho nature of a commendation for excep- 


tional quality of porformanco related toGovern- 
i person's employment clscwhcro; for ox- • merit service, lottors of appreciation written to 
ample, orientation training, training in - . , g r0U p 3 employees upon chango of super- 
methods, of assembling and routing cor- 
rcspondcnco in tho 
' (b) Records of any other 
* , that oxceoda 40, houip 


i ■ • ' v' ** • *«* . «;* 1 , i*. . » ' v ’* M t ‘ V \ '.*** \ » V* , . 1 

' V ^ !: p • * 

I.; 1 ' ‘..'jV. .‘■’•'.l 'dtp i 



FPM SuppltMCAl 


^ 296—31 July 3/ 1963 

. • . • v::: V' ^5-* • - . • 

i ‘ -V.i ’.V. 1 -. '*'< ’v. A',:: .»*. . , 

f > A';-;?!' / ^ ‘ . .. 0 ^ K " * * ’’ 
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gs, reply, and appeal papors, I? any. ;'••'. nation, uconoolc IV, section bo 1). 


* (12) Election (form, memorandum, letter) to 

continue and pay tho full cost, of (a) lifo 


i< ic if * * 

(, r >) Court order, transcript of, in separation 


VAHi 4 MtH V> w,,v ----- - - • ' ' * I * V. «... I 4 9 » 

insurance coverage, or (b) 'enrollment in a': for legal incompetence. 

health benefit plan, or (e) to receive and pay (c) Agency notice of retirement or. Com - 
the full cost of retirement, credit whilo on .. mission notification of approval of application 
approved nwoi* to servo as an officer or ' f or disability retirement. 

1 • 1 ...... /n»\ Ti t. ! 1 M n rt A 1 1 /* f A /'ATI- 


employee in an employee organization. 


(7) Physical examination conducted in con- 


Uiti jmtjr i<vi mi ^ — - ^ 

d. Permanent records and documents origi- 1 nection with disability retirement or separation 
nating with separation. (1) SF 50 (or cquiya- ^for disability, correspondence, and other docu- 
lenl), Notification of Personnel Action covering , ments relating to medical history. 

% SF 5G Agency Certification of Insurance SECTION 2. TEMPORARY RECORDS— 

ol ou ' ° J •• nnr rw T Ti TTT? 


- • . sgt^CttSpliwletopy). . LEFT SIDE OF FOLDER 

'■ ' ■.• (3) SF 1150 (or equivalent)* Record of Lcavo Papers about a person which are not , 

Data Transferred, oxeept in separations by death specified for filing on tho right side of tho 
;>y or i n separations before tho cmployco com- Official Personnel Folder are considered as 

■ ' .vlf plctcs one full pay period on. tho agency's rolls ■ 1 temporary records and filed on tho left side of 

■ K* when ho has no leave to his credit on tho basis* • the folder. Bccauso these records vary widely 

yiVw'’..* ' of prior scrvico. (If employment is in a position f 10 m agency to agency, no list of them is in- , 

. subject to tho same lcavo system, tho employing • eluded in this table. Some examples are: Re- 

j 'l’-Vvii: . agency may removo tho SF 1150 from tho f quests for personnel action, letters of reference, 

Official Personnel Fold or and forward it to tho, performance ratings (other than Outstanding or . 

; , 0 ffico responsible for tho lcavo records.) Unsatisfactory), debt and draft correspondence, 

: '■ i\’ ■ . (4) (a) Resignation signed by cmployco (that any extra copies of reduction-in-force notices 

•m T v • ' . is, a letter or statement signed by':.' that arq in addition to those retained with 

j.i tho* cmployco; Standard Form 62 rcduction-in-forco files and records, and aA- • 

l when the employeo signs and sub- monishmenta, letters of caution, warning, 

wits thw form as his rosicnation). • roDrimand. ..and similar disciplinary • action •. 
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ITKMS FOR CONSXDERmON FOR PURGING FROM THE OFFICIAL' PER.SONNEL . 
■ . F0U1ER SEVKRA.L MONTHS AFTER AN EMPLOYEE HAS SEPARATED . • 


Form No. 


1200 


.,u/;y : ■■ 54 o 

..6io 


A44c 
: ' . 536 . 


.259 
. 570 

. . ’ 1962 

' 19624 
19624 


Form Tl vle 

Biographic Profile & Jacket 

Applicant Information Sheet if 1 

\ 

Applicant Correspondence 
. Bequest For Security Clearance 

■ Travel Orders 

' Pouting St Recprd Sheets (?'yr a old) 
Ciard Notifications of Eligibility' 

« 11 cf Non-Eligibility 

Picture ; '• l 

■ Language Record Bata i • 

Military Status Questionaira 

■ Memo j Re-Reading of 


25X1A 

Request For Medical Evaluation 

11 11 Pre-Employment Medical Evaluation 

Master Qualification Coding Record 


' 1962A Language Code Sheets 

19 624 Qualification Code Sheets 

Qyjj, Employee Information Agreement 

. ' Retirement Understanding 

; Training Reports & Test Results 

• (Reports of Courses of 4Q brs. by, in 

or through non government facilities 
must be retained.) • 

' • ' • . mm 

1 .... ;• ^ -■ 133 - 
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Form No. 


Form Title 




.7 


uuu 

879 

SF127 

37-152 

2526A 

928 

1451A 

575 

1076 

911 


Gable Traffic & Dispatches • 

. i ■ 

Copies of Military Orders _ " ' I 

File Separators 

Duplicates of PHS, etc ' 

In-Out Casual Sheets 

i. . 

Outside Activity Approval Request 

'Request for Official Personnel Folder j 

Memo Accompanying Personnel Qualifications j 
Questionnaire ' ,< 

Memo of Call to Establish EQD Date 

•* Career Service Action 

Verified Record of Overseas Service (Code Sheet) 

Selective Service Action Request 
(Form Seeking Deferment/Permission to 
leave U.S. ) 

Request For Advance Sick Leave 

Notification (to employees) of acceptance 
for employment 


• : ■ MISCELLANEOUS F0RM5-MEMD »S. Etc { 

' ' ' . 'Letters Requesting Outside Training 

■ A v . • . Application For Career Status in CIA 

Notification of Membership in Career Service 

Summons For Jury Duty . j 

... Memorandum of Telephone Call l 

' ‘ Memorandum of Understanding (Concerning 
v Travel Expenses) . 

w ■ ' ■ : 0 ^i3t - .. . - > j 
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■ Form No. . 





Form Title 


Notice of Official Disability Claim Filo 
(might be of legal significance in case 
of disab, ret) (Form states that claim 
is on file with BSD) 

Memo notfying employee of assumption of 
non-application for Career Status 

Credit Letters • . . 




' * i' • • •" 
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SECRET 
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EXAMPLE OF USE OF SERVICE RECORD 
CARD IN RECEIPTING OF FITNESS REPORTS 

Prior to March 1959 the Position Control Section of the 
Transactions and Records Branch was responsible for receipting 
of executed Fitness Reports. This was accomplished by noting 
the due date, date of office forwarding of the report, and 
date of receipt in the Office of Personnel. The type of report 
(i.e., Annual, Initial, or Special) was also recorded. The 
month the report was due was evidenced by a colored numbered 
Tab indicating the number of the month report should be 
received. An example of notation made on card is shown on 
top inside of Service Record Card. 
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Z. DATE OF BIRTH 3. SEX 


MALE FEMALE 


9. PHYSICAL IMPAIRMENTS 


II. ADDITIONAL INFORMATION AND REMARKS 


! 5. U. S. CITIZENSHIP |o. COMP. 5TAT.| 7. RETIREMENT COVERAGE | 8. VETERAN PREFERENCE 


CITIZEN NONCITIZEN YES NO CSC FICA OTHER NONE NONE 5-PT. ^-PT. 

USM. 



13, SERV. COMP. DATE 14. 
MONTH— DAY— YEAR ' 



15. PERFORMANCE RATINGS 



RATING AND DATE 

1 RATING AND DATE j 

RATING AND DATE 

1 RATING AND DATE 

I RATING AND DATE 





|fr!<t¥6? ; Witil.TI 

5 


■ 


|| 



Q. 9. •OVIAMNCWf ffUNTIMO OITICtt J6— 64»CP-ff 


1. FEDERAL EMPLOYMENT RECORD— Continued 


<») NATURE OF ACTION 


W OT™ <•> POSITION, TITLE. AND NO. <*> p Me° R ( ° 



<*> S HCREASE DUE 


' . 17. LAST NAME-FIRST NAME-MIDDLE INITIAL 

<2)o<r, TcJia/ A- 


16. FOLLOW-UP DATES 


<o> 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX) 

jxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx) 
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TABLE OF ORGANIZATION CHANGE AUTHORIZATION 
Control Number 478, 29 May 1954 


Attached is the change which authorized the establishment 
of the Statistical Reporting Branch. 
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CENTRAL INTELLIGENCE AGENCY STRENGTH REPORT 
As of 17 September 19^7 


Attached is one of the first personnel strength reports to 
be published after the Central Intelligence Group (CIG) became 
CIA. 


- l4l - 


Approved For Release, 2000/04/1 8 : CIA-RDP90-00708R000200170001-9 




Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 



ATTACHMENT I 
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CENTRAL INTELLIGENCE GROUP PERSONNEL REPORTS 

Attached is the earliest of a series of CIG strength 
reports dating hack, to 7 March 1947 • 
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MULTIPLE LAYOUT FORM FOR 
ELECTRIC ACCOUNTING MACHINE CARDS 

Attached is a form that was used in early 1951 to code 
selected data from Personnel Actions to he keypunched for EAM 
input and retrieval. 


- 165 - 


Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 









ssyauuv 


on *9 3nvn s.yawoisno 


</ xz'/j y v&wo -. 


0 5 *. Oi « 

7* c ‘ 

fc fw vS) CT> s 




©7£T'U H 

“5-fc If 


OJ S’ 


— — -9- 


K ^ > 05 r-T 

1*2 

<J § 8 

2 i.:Y-' J< i o» a 


to |<? l . CD c 

<■)> S [Aj O ‘'- l> q, • 

cn a >«?F'-«»vii5,Vs 


. <U » . 0)5 

t ___CT3 S 

- SSvA -xy ye n's' 

-7/Q.&0 co 3 ” 
3‘ sj> rt-Pjr Q, j- 
U*’#t.iJ<0<l)2i^ r:r) j, 

- s^gstb" 

■ j2®e^=T(r*»5r^5- 

Jvfixnj T 

n^ - 05 2 ; 

. y 2_K_ 

«0 ,q_* «”« 

(54 O 0 5 5 

O 0 cn 

^ 'l a? c ; 


ii/ x 

~£a 

K o (13 ..(; 


<» £3 
£9<$t» S3 

*L •*»»" 
L±o?.«l 

evi irt 

’ y^vJbV a j 

x ^ EJ 

oT jo 
'•^) A o 8 

CD £ 
CD S 
CT3 C5 

os S? 
CD £ 

c?> a 

CD $T 

c-j £ 

CD £ 

0-3 S 
CD JJ 
07 S? 


[/£/£> 7 y '^v’cp p 

i ^77? 7jp~ J5, 

71 . <37 TT 

£ g* 1 ? 07 ^ 

^ 0 - 07 £ ' 

<| < P Ujf) (jj JM 

* I rTTfif 

'• CO 3" 

rs I 5J! ** cn : - 
iv »■ „ i m '“ 

■ fl - -I: ^ co 3 

<35 S ' 

li. O ... , -/- 


55 

^-w 

■w-v 

^ 5- 


re , 05 S'" &•’ I 

f| fi»6 c , s 2^ I 
wnrifei^ ; a ~ z~> 


sn m vc «.s ‘ 

i firs” 

• i:> Co — V- V 03 S 

o> ,"! 


oi/1 O 
-, r< I -.<• 

*±±1 


) £ - w? <<J cd & _ F ; 

> Sj~ ~a m * ) 01 *{ k " 

. r- ;t //. 1. l.*J i-5 i** 

, ';*| ,v?lW1>. ,v> «_» 

;1ir 1 

5 ;•> u ■l'>.:i£ r ±” fj~ \ 

■rs"-;, ! 

;v: - 

> > «■) 111 . S .1 ^ ^ „ !* 

ii'a'iiibili 


T(/C75 04 
“ CD oj 


CD £ S J 
o > In 

C/7 2? » 

05 s ^ 

05 a g 

05 H 

co a ' 
coTj;'* 

05 a 

cn? f 

03 ^ V 

cn * 7^ 

03 l? A O 

05 .f J 

" "' <?)' r; |g 

/ . , C.» I V 

ci> - F ; 

CD f? f 

05 S l i )C 


CD 

, ci? p: 

->\ 03S 

^ < J)g __ 

07 S 

CD £ 

^ C3 F 

°’ s 

dl5r SE.8 _ 

CD 5 

^_» x 

cl * CD £ 

^ CD X_ 

7Z?J~iLjz jj^L^ 15 

07 Sf~ 

0 7 S 

-'■ •^ • i y aVjm 'a' : 
3 - ’•■ ;< >4j- ci 3~S ~ 

sjjiW-nKFTtn Si 

. Lo7”5 


wr< - 05 M 

, o p in 

05 S ’ 

QV-V1- 05 a 


5 5 C J5 e; 

^ o'a 0 3 

? , r~ ^ » 

?• v 07 r? 


IP s 

f.5 s j^o. •;.: 


C5 :f 

C33 7?_ 

c3 r; , 

07 .{ * ” 

<‘L^1 — 


&%*) 

H < ' 

&H 
2 21 
4- , o 

-p » > * ;'; 

r .. .n \ ' ‘.’j 

» Nf- • > .•■» ». 

<s, <*■ 

" o v> M 

l. o) c? 


' " v> ^ 


3 '.-4 


Ci' . * 



, e 
ci '■*■ ° 

V3 <4, «. 


i \ <»* 

^ ' MS 
(\- 0)2. 
" " CT5 51 

4!) ■ t O L - 05 S 

— 2 t ,Tsr 

c ji ^'Vj 07 o 
io ^ 3: ^ °5 <- 


._!_!! J 

a i c>‘£ , 
' "*J 

$ >U < 

V: ^ ^ 

to ■ 


fci^V 

v» ' 

vO 


"am-inNOH^i 0ul03 ' 


H39 ! 'jnM o 


y 3 Q i.M 0 M OU 103*^3 


Approved For Release 2000 /04/ 1 o : CIArRDP9Dt00706Rb0b200lV0QQ1-9 












Approved For Release 2000/04/18 : C1A-RDP90-00708R0002001700Q1 


Approved For Release 2000/04/t 



. ’* • . ! - . 170 , * 

Approved For Release 2000/04/18 : CIA-RDP90-06708R000200170001 



















Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 


BEST COPY 
A VAILABLE 


Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 



/a r/iuru v uiiiN i vt 


V 

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 


. * . 


» 

6 Feb rufciy 19^3 


25X1 A 
25X1 A 



Kazorxch & Flsrsiinr. staff 
Room 111? , I -SJuilcSiiij; 


Fear 


1 would like to express i;y sincere appreciation for- 


the effort you co/ot.ec. to preparing 
which required you Xo work* until 2:C 
your untiring efforts, v.-o have been 
ly short deadline. 


a statistical analysis 
,0 A:', this uoming. ly 
ails to r.cot ea 6utre..-;c- 


Your devotion to duty reflects {.rest credit upon 
yourself end the Pereoniinl office* 


A copy of thin couxor.dat ion will to ir.cdo a pert of your 
official record. ' ... 

a. 

- . Sincerely, 


25X1A 


.Assistant Director (Personnel) 


0PD: CWC-.bks 
1 - AD/? 

■ ,/! - Subject’s File 
1 - OPD 
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* ;• • p, '• 

1 / ..«* 
t - / J • 


25X1 A 


'MEMORANDUM FOR: 


Chiefs Group C. Research and Planning Staff 
Personnel Office 


THROUGH 

SUBJECT 


; Personnel Director 


rector 

X 4 ■ ;••••.- 


Commendation 



1. During recent weeks you and your unit have been called upon 
to supply, on short notice, accurate and up-to-date personnel statis- 
tics. The manner in which these figures have been produced, as well 
as their accuracy, has contributed substantially to the budget proceed- 
ings. 


2. The history of personnel statistics in the Agency is not with- 
out criticism and some of it with considerable justification. Since 
you have assumed responsibility for this function there has been a 
marked improvement. Particularly, during the recent budget discussions 
personnel statistics withstood the test of alleged inaccuracies. This 
demonstrated that an extremely creditable Job had been accomplished 
which reflects favorably on you and the other individuals concerned 
with this work. 


Acting Deputy Director 
(Administration) 



> 


25X1 A 


25X1 A 


cc: 


Personnel File 

. • t 


C 
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, wspv • , 


t it** * 


30 April 195U 


MEMORANDUM FOR: Assistant Director for Personnel 

SUBJ3CT : Commendation, 

•* f 


1. As you knew, the Chairman of the House Appropriations 
Committee, during the Hearing on CIA's Fiscal Year 1955 request for 
appropriations, indicated that he desired certain personnel statis- 
tics which had not heretofore been submitted to the Committee; such 
statistics had never, in fact, been assembled in CIA. 


2® Throu gh the cooperation of the Office of Personnel, and 
particularly of ■■■■■■■■ft Chief, Research Branch, Plans, 25X1 A 

Research, and Development Staff, this information was assembled in 
a minimum of time and. in a meaningful way, supplying an over-all 
personnel picture to the Director for the first time and enabling 
him to submit a part of the information to the Chairman 'of the House 
Appropriations Committed With a minimum of security risk, 

3o I feel that this performance was over and above that which 
one might ordinarily expec^en^des^e to commend the Office of Per- 
sonnel and, particularly, HHHH for thoir splendid coopera- 25X1 A 
tion in this matter® 


25X1 A 

L. K, ‘Y/HITE ; 

Acting Deputy Director 
( Adminis tration ) 
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ATTACHMENT 0 
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// a 

f\ W / ' \y 3 

W,.. ■ te' v- 


V Vi 


• ( CARD i ILFS 
I^C^-L STATUS FILE 

?? 1 


The Personnel Statu* File Si 1 incorporates pertinent information of 
eaploycc-to-Agency relationship. The status card is intended to be nothing 
. more than on actual transcript ci’ official status chaises reflected on Form-50. 

The following .information is contained ' in tho // 1 Status Card. 

a; EMPLOYER SERIAL MUMPER . COLS. 1-6 

Employee serial number is assigned at the tim* of LCD. 

The first number (left to right) is a prefix to denote the funds under 
which Staff Employees are paid, and is used to denote status cards otj.lgr 
than staff employee. 

Vouchers! prefix — (l) 

Un vouchers! prefix -*»(5) 


b. EPPLOYIg NAME 

As reflected on the Form 50. 

Punched: Last, First, Middle Initial (if possible) 


c. DATE OF BIRTH 

As reflected in Item ft 2. 

Punched: Month and Year. (2 digits each) 

d. LAST PERSONNEL ACTION 

As reflected in Items ft 5 and ft 6. 


COLS. 7-24 


COLS. 25-26 


COLS. 29-36 


Type - 

2 

digits 

- 

cols. 

2 9- 

-30 

Date; 







Month- 

2 

digits 

- 

cols . 

31-32' 

Day 

n 

i< 

- 

cola . 

33- 

-34 

Year 

n 

n 

- 

cols. 

33- 

-34 


e. POSITION NUMBER 


COLS. 37-42 


The official position number assigned to each employee which corresponds 
to the position number reflected on the official T/0. 
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ISPvSQJJNSIi STATUS PITS 


# 1 CARO 


f . OCCUPATIONAL SERIES CODE 


COLS. 43-48 


A six (6) digit numeric code used, in lieu of the (20) digit alphabetic 
position title. Reflected in Item// 8, Form — '50. 


g. CPA UP 

f 

Reflected in Item ,7 9, Form - 50. 
Punched as numeric codes as follows: 

GS - 01-18 
HD 50-74 
WBS - 81-95 
UNGRADED - 99 


COLS . 49-50 


COL. 51 


An identifying punch (x-51) is placed in all status cai'ds in order that 
the GS Grade can be shown ir. the status cards, but provides a record 
of all integrees. 


i. ORGANIZATIONAL CODE 


COLS. 52-55 


A six (6) digit numeric code which is used to identify the employee in 
relationship to the “Organizational Designations" reflected in Item ,7 10, 
Form - 50. •. . 

Office - cols. 52-53 
Division " 54-55 

Branch, etc. 56-57 

j. FUNDS-HEADQUARTERS COL. 53 

Reflected in Item ft 11 and Item /; 12, Form - 50* 

Coded and punched as follows: 

1 - Dept. UV Z - Dept. VCh. 

3 - Fid. U.S. UV 4 - Fid. U.S. VCH. 

5 - Fid. Frgn. UV 6 - Fid. Frgn. ' VCH . 

7 - Fid.. Frgn. Project '(under ceiling) 8 - VCH, Project (over ceiling) 

9 - Fid. Frgn. Project (over ceiling) 


k. VETERANS PREFERENCE 

Reflected in Item ft 13, Form - 50. 


Coded and Punched as follov;s: 


COL. 59 


Mo Vets. Pref, — - 0 
5 Pt. Vet. 

WK1 

WW2 1 

/<s Pr. ver. 

’toiui 


175 - 


Wife or widow of 
Ex-service man 3 

Mother of Ex-service 
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LLsm. 


1. BA5IG--ORlBmTIOM" COURSE^ 


COL. 60 


A&-ref-lected-in-2teni“r?"i4'-(l*ft s Ida "of' tu.ock)--"Forra - 50'. 
Coded-and "Punched as-- follows: . • 


■If "Blank ' 0 

BOG ,(CS) 1 

BOC (I) \ 2 

* BOC (SUP\ 3 

BOC-' (EX) \ 4 

m. SERVICE DESICCATION • 


J, i. 


7 


‘ 4 . : . * „/ & 


COLS. 61-62 


As reflected in Item if 14 (right side of block) - Fora 60. 
Punched as reflected. 


n. • SEX-PACE 


COL. 63 . 


As reflected in Item ff 15, Form - 50. (Item // 16, also) 
Code and Punched as follows: . • 


Male - White 1 

Male - Colored 3 

Male - Other 5 


Female - White 2 

Female - Colored 4 

Female - Other 6 


o. APPROPRIATION LEM3ER 


COLS. 66-67 


As reflected in Item ff 17, Form - 50.. 

Tho first four digits from.left to right (excluding the first digit which 
is used to -signify tho fiscal year) is punched. 


p, POULTRY AND CITY COPE COLS. 6S-72 

A five (5) digit numeric code which places the employee in a geographic 
area as reflected in Item # 11, Form - 50, 

3 digits - country 
2 digits - city 

-q.. AGEMCY GRO’-P CODE - COL. 73 


A single digit code which places the employee in tho major component 
to which assigned, l.e., DD/S, DD/P, etc. 

r. CURRENT SERVICE EOD DATE • COLS. 74-79 

Month, Day, and Year as reflected in Item ff 21, Form 50. 

s. CARD NUMBER COL, ft 0 

Card ff 1. , 
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TAHDARD FORM 50 <7 PARF) 


\ H£V. AfAlt 1ft 61 

r/tOMucc^TKO nr 
V.t, Civil, SERVICE COMMISSION 
CMAPYZAflli JCDUIIAL PCftCONMKU MAN UAl, 


\>iCv*aa- J 

(WHEN fStUO IM) 


NOTIFICATION OF PERSONNEL ACTION 


1. NAME (Ma,-UICS-H«J.-OHa CIYEK HANII, IHITUL(S), and su»naae> 

Mies Jane D. Doo / fC' / Oir 

2. DATE OF BIRTH 

15 June 1925 

3. JOUfl/JAL OR ACTION WO. 
Y v V’ p vvv ’/■ 

Allis iNA.'.Is/e 

4, DATE 

10 Aor.il 1955 

t This is to notify you of this following action affecting your employ rturnl: 



s. nature of action i utc «tanoafi& tcruinologt) 

a. EFFECTIVE DATE 

7. CIVIL SERVICE OR OTHER l£CAL AUTHORITY j 

1 

RKASSIOMMENT ' 6 £ 

11/horTl 1955 

59 BBC A 

403 J 

FROM 

/ z_ 

TO 



Tab Equip, Opr Z 564. 01 
GS -0359.03- 4 / 


DD/I - 0CD 

Biographic Register Div. 

Index Branch 

Card Punch Secti6n 


a. pooitioj: title 


I. SERVICE, SERIES, 

grade, sacary 


| field f~p 

ETERAN’S PREFERENCE ~7 


DEPARTMENT* 


ylO. ORGAIIlZAT’Xm 
NDESIGNATIOROv 


11. tlEADSVAETETt 


12. FIELD OR OEPT'L 


File Clerk 

BS-CQ305T§ii4}'$3255 p.a. , 


DD/l/d OCD 7 
Gravies Roister Div. 

PKoto Branch 

/Serviced Section g J. / 


V/a'sh. D.C. 

UEU) r 


Ci- 


DEPARTMENTAL 


IE 

01 NT 

yT»Aw. 

OT»f« 

-J 


15. 1<S. 17. AR^HOPBIATION / 

SEX RACE / . Y 

<*™«» 6 -%0'>-20 


a: REMARKS: 


1 14. POSITION CLASSIF^T 

NEW VICE 1. A. 

REAL. 

. 

18. SU8JECT TO c. 

5. 

RETIRE/.’ ENT ACT 

<YESWiO) 

J. 


IAENT AFFIDAVITS 

{ACCESSIONS OSCV- 


SD^CD^' 

"eO^ECAL RESIDENCE 
m CLAIMED Q PROVED 

STATE: 


A/ /~‘02> 


SAMPLE 


\ 7/oT/l t 7 t ',s ^ .-7 Oo.vF.o^r,^ Funds rtoTuM 
j VcoctfMiJ-. D '9e.-n.vs ssoi-sfruz - C/T - 


ENTRANCE PERFORMANCE RATING; 


22. SIGNATURE OH OTHER AUTHENTICATION 


(><>?* '5KT 
V* <>? U ill* w 


1. EMPLOYES COPY 
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Security information 


' Chief, Machine Records Branch 

25X1 A 


. 30 Koroh 1953 


si 

~l I 

- 

I* 

« 


Project Codec; 


;C 


25X1 A 


, 1. Attached hereto is a list of coltstod ProjectBUmpapplioafal© 
to organisational designations included on oortain personnel actions pre- 
viously tronsnitted to you by the Perconnol Office* To facilitate the 
necessary control of previous end future personnel actions involving projects, 
a slight change in your current codec is boliavo'd desirable which, if 
ixiplononted, would provide a Sf peront organise tlonol codo" comparable to 
"parent organizations" or* Regular f/0 5 s sad personnel. 

2. If you c^roo tliat such, a clurcyo would facilitate your controls 
mid osochcaiical reporting, it is rouncstod that t.he Sroject cedes ncr.r punched 
In cdtssna 33 end 39 of the Personnel Status Card ba reproduced into columns 
40 and 41* It is further request ad tiv-it the appropriate Cffica cede as 
shox-ja in tiro right hand colurai of the attached 1 :1st (second and, third 


digits) bo punched in coir 


:U */W (.U^U 


39 of i be npbr opriato personnel Status 


Curd. Code 99 should be Maintained in columns 36 and 37. Hones advise 
this Staff as seen as the above change has boon completed. 

3. In the event that a personnel action is received by your Office for 
a Project not shorn on the attached list, it 5.3 requested that thin Staff be 
contacted in career that wo my provide you with the appropriate coda* 


25X1 A 


Attachment 


'C 


'C'uim. i 

Security Information 
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uo 

V 

1 

j 

a t j. O-'V' 

'ill 

- Personnel Office '■ 

32 0$' 00 


y Office of Personnel Director 

32 05 00 

*” j 
* 1 - 

✓ Personnel Studies and Procedures Staff 

32 03 01 


j Personnel Division (Overt) 

32 03 10 


/Placement Branch 

32 03 11 

• -j. 

Transactions and Records Branch 

32 03 12 


Testing Standards - Training Branch 

32 03 13 

»_. s ‘ 

^-Personnel Relations Branch 

32 03 1U 

■ 

,■ • Personnel Procurement Division 

32 03 uo 

■ 1; 

Classification and Wags Administration Division 

32 03 30 

M. 

Personnel Division (Covert) 

32 03 60 

i 

Office of the Chief 

32 03 60 

i /_ 

Placement Branch ’ ' ■ 

32 03 63 

Mi • 

Transactions and Records Branch 

32 03 6b 

, : 

Transactions Section 

32 03 63 

1 * 

* 

Appointment Unit 

32 03 66 ■ 

M; 

Status Unit 

32 03 67 

t 

Overseas Section 

32 05 61 

-- J ' 

'mi 

‘ Records Section 

' 32 03 63 

O 

■ i 
> 

■ Position Inventory Unit 

32 03 69 

•Re-por-ta-Unit 



„ Files Unit 

32 03 71 

m- 


| 

Personnel Relations Branch 

32 03 62 

d 

. Military Personnel Division 

32 03 30 

; ; 

.Officers 

32 03 31 

1 

Enlisted Personnel 

32 03 32 

Pi : * 

Civilian Personnel 

32 05 33 

» 

«■: 

i i 

Temporary Authorization 



Personnel Office 



Personnel Pool 

32 03 99 


viUU. u tSst 


jj 


-r 
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So 


lo 

Agency MiiX'TC.’ulvo S vsieszy « c o 

© 

ti 0 V 

©99 

O 

V 

9. 

0 

♦ 

9 

Paso 1-4 

2 * 

. Agonojr Sftatup of ?/ 0 3 a •„ Q . * 

# 

©CO 

0 9* 

O 

*> 

O 

9 

9 

O 

Tciio a-a 

3o 
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4 

0 * f 

9 9 

a 

© 

<0 

« 

a 

•> 

‘fc&ltv G-2 

^© 

Agsaey Mlliitay Aa-thcaylssafeio:^ 


© q * 

9 0 ) 

9 

9 

O 

0 

9 

i> 

Lftfci© a-a 

5o 

' Agsaoy Ceafthwd IftlivSiv sad CSsiHsa Sfcrea$ 

ill 

l> 

9 

O 

o 

9 

•f£il>Xs G-»3 

6* 
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Xcblo G^4 
Table G<V 

7* 

Agency Sopsrafcioiic iron 0IA* o 

0 

000 

9 0 9 

» 

9 

» 

O 

9 

9 

3* 

Agoney Prosaytiicns. • 0 o a o o 

P 

0 0 <y 

9 0 0 

0 

t» 

© 

O 

0 

O 

Table C“5 

EDA GROUP stamps 



-■ 

■ 







jL o 

DBA ETm.vy&iYo Suzssasy* „ « 0 „ 

A 

• 0 o 0 

0 .O 9 

0 

O 

0 

9 

9 

0 

Pc0T.3 1-5 

2o 

Dili S'vtwus of T/ a o © <j o 

(1 

• 9 » 

9 9 0 

9 

9 

a 

9 

9 

0 

Taels IiBA-1 

3„ 

DBA Civilian Coilin'?;} » 0 „ a „ 










Table Dll -2 

A© 

WA Mllirfcsa yy Asrifcosyiaa'&ioixj* « 

O 

OOP 

0 9 9 

0 

• 

0 

• 

« 

0 

Table DHA«3 

5* 

IBS. Ccxbiasd lElitsny tad Civil 

Lie 

21 Sirsarr&i, 

0 

P 

0 

O 

O 

0 

Table DB.-3 

6„ 

ISA Gains cncl loss-33 » „ e 0 » 

0 

0 P * 

9 9 0 

• 

0 

9 

O 

0 

p 

■1'blo BDi-4 

7 e 

EDA Sopoi’a-feioao iVon 0XA * 0 o 

c 

• 0 C 

O* 0 9 

9 

9 

O 

• 

0 

- 0 

Table 5B1-4 

8 0 

DBA Fronoiicaa oo«»»*«. 

tf 

0 9 0 

• 0 • 

0 

9 

.9 

9 

» 

9 

Table ED1-3 

DDP (E1057P SragfiMES 
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lo 

DDP EasreSiva Svaz&zy* „ . * « 

c 

0 0 9 

0 9 9 

9 

a 

• 

<r 

* 

9 

Eat'ss 1 - 3 

2o 

bop Qte-ivj cf y/o'A 3o ,oooo 

0 

0 «* ■ 9 

a 0 0 

a 

9 

0 

0 

9 

C 

T;bfT 0 r/j?.>i 

3o 

DD?' Civilian CoiliassJo « o « » 

4 

©90 

0 9 9 

9 

0 

9 

a 

9 

C 

Trials PDp.f 3 

4« 

BSP l-aiitai’jr AivilxDV'is.voic.A.s, „ 


* v « 

0 9 9 

9 

9 

9 

9 

O 

* 

Table D»?-2 


BE? Cosbiacd lililtasy cad Civilian Sl^earftU. 

9 

O 

0 

9 

9 

9 

Table DDP-3 

Oo 

DDP Galas end loses.* . 000 * 

0 

9 0^ 

OOP 

# 

0 

0 

9 

• 

<. 

Table BD?-4 

7» 

EBP Saptratdcno Iron GIA . 6 - , 

O 

-V v © 

000 

O 

© 

• 

9 

ti 

c 

Table DDP-4 


SEP Pcrornli.om U o,o«.* 0 

« 

9 0 9 

000 

O 

© 

9 

9 

a 

C 

TflMLti DDP-3 

YVS'JJ 

aPjOOP 
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lo 

T&l Kssra&lvd Stscassyc 0 * • * 

« 

9 9 9 

* 0 9 

© 

• 

9 

0 

0 

9 

-Vijrjj ^ 

2* 

EDI OtafcUfl Of f/O'Sv o e » 0 0 

« 

■» V 9 

0 0 9 

</ 

» 

9 

0 

a 

9 

Table BDX-CL 

So 

BBS CiviX-tea CeilissficJ,, 

c 

<* 9 0 

O 9 ’ 9 

* 

0 

O 

9 

• 

C 

Table SDS42 

4o 

"EDI SSlltcry Autboo&sai&oua « » 

0 

OP 0 

0 9-0 

0 

9 

9 

• 

9 

9 

Talio KJ3«-2 

‘^0 

3MME Ccnbiii&ii Illliiary and Civilian Srisvst&ii* 

0 

O 

O 

0 

9 

9 

TeSLa JBl'-S 

6. 

BEX Gad«3 crU Lcaos^ « * 0 * 0 

0 

P 9 0 

0 9© 

9 

9 

« 

a 

9 

0 

Table 23DJ-4 

7o 
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9 9 0 
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• 
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1 6 MAR 1956 


l-EMORAHDUM FOR: Chief, Records and Services Division 

SUBJECT: Review of Content of MPSR's 






1* Following discussion with the BD/S, the ADD/3 has re- 
quested. that we make an informal survey on the MP3R to determine 
from our customers whether: 

a. All of the content is necessary and useful to them, 
on a monthly basisj and, 

b. Some useful and necessary items are not included. 


2, Without intending to predict the results of this review, 
it seems probable that some information which is necessarily com- 
piled on a regular basis could be eliminated from the MP3R and 
furnished to other officials only on a special request basis. 


3. It is suggested that this survey be timed with the pub- 
lication of the next MP3R and that the results be reported a3 
soon thereafter as practicable. 
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2 9 MAH 1556 


memorandum for. the record 

SUBJECT: Interim Report on MPSR Survey 


1. As of 29 March 1956 the outstanding reports to be 
received' on t he informal verba l survey of the use fulness of the 
MPSR are f r ot.iHBHHHBH^ Office of the DDS^. HH K^ I M 25X1 A 
Office of the Comptroller and the Office of Personnel Division 

Chiefs* 


2* The replies thus far received have varied all tho v;ay 
from the report being completely useless — Management Staff, 
gggggg to the report being exact ly what is nee ded and no 
changes should be made as indicated Office of 

the Director* 

3* In general, however, it is felt that Table 1 is 
essential and also Table 3. The tables on promotions, grade 
distribution and separations could be furnished the various 
personnel on a quarterly basis with no impairment of their 
usefulness to the users of this report. 


25X1 A 


In The separation Tables 8, 8a, 9 and 9a are not 
essential except on a spot survey jsasis^ The appli cant gain 
and loss report is useful only to 


5* The tabl e on miscellaneous personnel is needed by 
Office of the DDI, but is not considered 
svfficSnuI^comprehensive to be useful by DDP. 

6* A meeting has been arranged with 
3 April 1956 to complete the check of the usefulness of this 
report. HHHHHIBd.ll furnish to this Branch his recom- 
mendations by Tuesday also. 


25X1A 

Chief, Statistical Reporting Branch 


25X1 A 


25X1 A 



L 
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NOTIFICATION OF PERSONNEL ACTION 
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till MUMBU 


l. KAMI (VAiMlUT-MIDOU} 


• 

• *— -i 

fii 


.i 

! 213 

b! 


| j. wnjsf o< rusowa 

— — .T.T.. j. m.:. — — — 

ACTION 

4. Ef EECTlVE DHL 

t UTISOtY Of ULPIOYMLHT 

REASSIGNMENT .. 

*0. DA a 

id '311.67 

4. FUNDS 

> 

X 

V TO V 


v to a 

7. HHAXCIAL AJLAinii NO. OUtGfAAU 

8210 1010 .0000 

t CSC 0« 0TW» UGAL AUTDOOTT 

. — — 


any 


0 TO 0 

1 ORGANIZATIONAL oesickaiioks 

OCI/OFF OF -DCS 

10. tOUIKX Of OffKIMJlATlOH 

u. roiincm mu 

DIRECTOR 

It K»TI0N NUWU 

. -0001 

tt amt sam mugratio* 

<D 

It OAttinCADOX »ffiU (GS, U. etc) 

PU 

It OCCUfATKNAl SdlQ 

0000*01 
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.19 

it salut o< ua 


U. 4EAUJU3 


il C 

JC 


sd 
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o '• 
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O 

o 

O 1 
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I 
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.Tob # # Copies Proa # Frequency 


•, i 


100E 


5 - 1150B P-03B-03 Periodic 


SION 


■ Description . 

’ 

Notification of Personnel Action (Short 
Forma, computer generated) 


/ 
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1-tA MfO.f-U 


Um Froviou* 
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Statistical Reporting Branch 


C 


J25X1A 


Agency Grade Distribution by Office 
" « " by_SD ' 

11 n " Location 

Agency Selected Changes (Ceiling & In process) 
Agency on duty strength 

Assignment of Support Career Service Personnel 
Bi Weekly Ceiling Status Report 
Career Service Grade Authorization 
Career Training Program Separations 
Civilian & Military Departmental on duty 
Strength 

Civilian & Military Details Who EOD'd 
Civilian & Military Details Who Separated - 
Clandestine Service Grade Distribution 
Clandestine Service Gains and Losses 
Clandestine Service Separations 
Characteristics of On Duty Professional 
Staff Personnel 

• Combined Civilian & Military Personnel 
Status Report (Over/Under Ceiling) 

Combined Civilian .^Military Personnel 
Status Report 

Credit Union Report of Agency Re-hires 
Difference Between Agency On Duty Strength and 
Authorized FY 1S71 Ceiling 
Eyes Only Combined Civilian & Military 
Status Report 
Fitness Report Ratings 
■ Married Couples Employed in Agency 
Minority Group Study 
..Non-Ceiling Personnel Categories' 

Office of Personnel On Duty Strength 

Personnel Strength Quarterly S^tistical 
Review (Abbreviated) 

Photostats (Agency Strength Tables 
Placement Progress Charts 
Quality Step Increase by SD 
Quality Step Increase by Office 
Quarterly Gains and Losses 
Recruiter's Codes 

Report on Federal Women Employees in Higher 
Positions 

S-I-R Reports (Positions & Employees Other 
than D SD Assigned to DDP Offices 
SD-SS Staff Personnel Grade Distribution 


Monthly 

Quarterly 

II 

Monthly 

it 

Quarterly 

Bi-weekly 

Monthly 

Quarterly 

Monthly 

Weekly 


Monthly 

II 


Quarterly. 

Monthly 

w 

ft 


Annual 

it 


Quarterly 

Weekly 

Quarterly 

Quarterly 
Monthly 
Monthly 
Fiscal Year 

II 

Monthly 

Unscheduled 

Annual 


Monthly 

It 
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SRB, continued 

Supergrade Status Changes 
Support Service s Staff Personnel GS-14 and 
above 

Security Cancellations & Civilian Accessions 
Separations - Factor - Office 
Separations - Office 
Civilian Separations - Factor - SD 
i Separations - SD - Grade 

Data on Where Separations Are Going from CIA 
Promotions - SD - Grade 
■ Promotions - Office - Grade 
On Duty - SD - Grade 
Civilian Gains & Losses - Office 
Accessions - Office - Grade' 

I Accessions - SD - Grade 
On Duty - Office - Grade 
Grade Distribution - Office - FY 
Promotion Rates - SD - Grade - FY 
GYade Distribution - SD - FY 

c ; ’ ■ • 

TOTAL REPORTS 55 

\ * * 


■ Monthly 

II 

ir 

Annual 

n * 
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It 
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tt 

II 

It 

It 

It 

If. 

II 

tt 
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t Security Information 


Name: Last, First ■ Middle 


TO: All C. I. A. Personnel 

% 

FROM: Personnel Director 

SUBJECT: PERSONNEL QUALIFICATION QUESTIONNAIRE 

1. The Agency is currently revising the system for machine coding 
employee qualifications, thereby permitting more compete and accurate 
data on all personnel. The new system will aid in implementing Agency 
policies on promotion from within by facilitating the selection of personnel 
with desired education and experience tor vacancies which may occur. It 

is also expected thatthe'r.ew system will provide readily accessible statistics 
for planning and management purposes. ^ 

2. The attached questionnaire is designed to cover acequately those 
factors in which the Agency is interested. Although the information is, in 
a large measure, already retlected in previous forms submitted by you, it 
ia felt that your time within the organization may enable you to emphasize 
those qualifications pertinent to its needs. The questionnaire also serves 
to bring your education and qualifications record up to date. 

3. Your cooperation is requested in completing the questionnaire as 
thoroughly and accurately as possible and returning it cc ycur Administrative 
Officer within the time allotted. 


25XTA 



r 

FOrJM KO. „ ,,, 
MAY 1952 
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security lmormatron 

PERSONNEL QUALIFICATION QUESTIONNAIRE 



1. Serial No. 2. NAME: 
(no .. ntry) 


4. Data o f Birth 


7. Citizenship: 

U.S. 

Other 



(middle 


■ 


3. Oflice 


Martial Status 

Nr. Dependents 


8. Acquired By: (1 ) B irth (2) ^Marriage 

(4) Other (specify) 

Year U.S. citizenship acquired, if not by b.-.rth 


6. CIA Entry Date: 


Naturalization 



SEC. I. EDUCATION 

1. Extent: (circle one) 

1. Less than high school 4. T'a 

2. High school graduate 5. Ov 

3. Trade, Business or 6. Ba 

Commercial school 7. Po 

.graduate (: 


2. College or University Study: 




4. Two years college, or less 

5. Over two years, no degree 

6. Bachelor degree 

7. Post-graduate study 

(minimum 8 sem. hrs.) 


8. Masters degree 

9. Doctors degree 
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II. 2S8b/04/V8 L ^c£*RDP90-00708R0002001 70001-9 

CIA Experience: State the specific nature of duties performed with CIA and 
CIG, starting with your present position. Take position titles from your of- 
ficial personnel papers, if you have personal copies . Please do not request 
your Official Personnel Folder. Include geographic area and subject matter 
dealt with, if applicable. Position Title is your classification title such as . 
Geographer, Intelligence Officer, etc. Duty Title indicates your organization 
position such as - Section Chief, Branch Chief, Administrative Assistant, etc., 
and is to be filled in only if different to the Position Title. Approximate dates 
(month and year) are sufficient. Use a continuation sheet, if necessary, to 
adeouately describe your duties . \ 


To Tot.mos. Description of Duties: 



: Duty Station, if overseas: 


- 201 - 

SECRET 

Security Information 

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 







Security Information 

^-AppY^Mi^^fy^^od/^Mi’ffeilA.RDPso-pozosRqQoaooijQpoi-a. . t 

Other than. CIA: (Describe work experience for the last lb years in sufficient 
detail to permit specific coding of your qualifications. Include military work 
experience. List last position first. ) 


Exact Title of your position 


Description of Duties: 


rom To 

Tot. mo's 

lassification Grade ( 

if in Federal 


Duty Station if overseas: 


Duty Station if overseas: 


From To Tot. mo's Exact Title of your position 

Classification Grade (if in Federal 

I rvice) Salar y Description of Duties: 

Number and Class of Employees 

Supervised: 

Employe r 

Kind of Business or organization 
(i. e. , paper products mfr, public 

utility) j Duty Station if overseas: 


From To Tot. mo's j Exact Title of your position 

Classification Grade (if m Federal j 

Service) Salary ! Description of Duties: 

Number and Class of Employees 

Supervised: 

Employe r 

Kind of Business or organization 

(i.e., paper products mfr, public 

utility) Duty Station if overseas: 


Duty Station if overseas: 
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CV 

; 


~'C. II. WORK EXPERIENCE (CONT'D) 

Special Work Experience: Check any of the following organizations by which 
you may have been employed. 

24^ Air Force A- 2 

25 Foreign Economic Admin. 

26 Counter Intelligence Corps 

27 Immigration &: Naturalization 

28 Strategic Services Unit 

29 Foreign Service, State Dept. 

30 Central Intelligence Group 

31 Armed Forces Security Agency 

32 Coordinator of Information 

33 Office of Facts &; Figures 

34 Board of Economic Warfare 

35 Federal Communications Comm. 

SEC. IH. FOREIGN' LANGUAGES 

List below the f:. reign languages in which you have some competence. Be sure to 
include uncomiv. on modern languages. Check ( X) your competence and how acquired. 


01 

02 “ 

03 " 

04" 

05 " 

06 " 

07 " 

2l“ 

22 “ 

23“ 

20“ 


U.S. Secret Service 
Civil Police 
Military Police 
U.S. Border Patrol 
U.S. Narcotics Squad 
"FBI 

Criminal Investigation Div. 
Office of Naval Intelligence 
Office of War Information 
Army G-2 

Office of Strategic Services 



^Specialized Language Competence: Describe ability to do specialized language work 
involving vocabularies and terminology in the scientific, engineering, telecommuni- 
l *ations, and military fields. List the language with the type of speciality. 
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■i 


j 


- 

u 


j 


M 


a ^ 

H 


y 




< ;C. IV. AREA KNOWLEDGE 

1. List below any foreign countries or regions of which you have knowledge 
gained as a result of residence, travel or study. Study can mean either 
academic study, or study of a foreign country resulting from an intelligence, 
military, commercial or professional work assignment. 


Country or Region 

Dates of 

Residence, Study 
Etc. 

Manner in Which Knowledge 
Was Aquired (check (X) one) 

Residence 

Travel 1 Study 






















. 





2. Specialized Knowledge of Area 

List specalizeb knowledge of foreign country such ks knowledge of terrain, 
coasts and harbors, utilities, railroads, industries, political parties, etc., 
gained as a result of study or work assignment. Include name of employer 
or organization. 


Country 

Type of Knowledge 

How and When Gained 









' 




1 




SEC. V. TYPING AND STENOGRAPHIC SKILLS (PRESENT UTILIZATION) 


Skill 

j Per Cent of 
| Time Used 

Not Used 

WPM (Approximate 
Proficiency) 

Prefer Assignment 
Using Skill Oftener 


i . 

2. 

.. 

1. Yes 2. No 

[Shorthand 

1 i. 

2. 


1. Yes 2. No 

Shorthand System : 1. 

Manual 2. 

Machine 3. Speedwriting. 



A 

M 


SEC. VI. LICENSES, HOBBIES, SPECIAL QUALIFICATIONS 


1. Licenses: List any licenses or certi- 
fication such as teachers, pilot, marine, 
etc . 

2. Hobbies: List any hobbies such 
as sailing, skiing, writing, or 
other special qualifications. 







SEC. VII. PROFESSIONAL AND ACADEMIC HONORS 

List any professional or academic associations or honorary societies in which 
you hold membership. 


( 
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VIII. PUBLICATIONS 


' below the type of writing (non-fiction: professional or scientific articles, 

general interest subjects, current events, etc; fiction: novels, short stories, etc. ) 
of any published materials of which you were author or co-author. 


+ 


SEC. IX. INVENTIONS 

Describe any devices you have invented as to type of work for which intended 


and whether patented. 

Eevice 

Patented 

. 

it r 

Yes 

(2) 

No 


(i) 

Yes 

mm 

No 


KOI 

Yes 

wmam 

No 


SEC. X. CIA TESTS 



sec. xi. physical handicaps 



SEC. XII. overseas assignment 

Are you willing to accept periodic tour of duty overseas ? 
Rir 2 year Tour (2) 4 year Tour (Tj Not interested 


SEC. XIII. WORK ASSIGNMENT 

In view of your total experience and education, for what assignment in CIA do 
you think you are best qualified? 
















• p Approved For Release 2ggg^|^f|^ ii |Bp§o.00708R000200170001,9 ' 

i 

f, 1. XIV. MILITARY STATUS • 

... Present Draft Status 

Have you registered under the Selective Service Act of 1948? Yes No. 
If yes, indicate your present draft classification 

No. 


Service Grade Location. 


Reserve Unit with which currently aftiliated 

Service Mobilization Assignment, .if any 

Location of Service Records, if known 


SEC. XV. CIA TRAINING ' 

( List the training courses or subjects you have taken while in the CIA. 


Course or Subject 

(from) Dates (to) 

Hours 

















SEC. XVI. REMARKS 

Use this space to indicate any other qualifications you may have which you do 



f "E SIGNATURE 
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2. Present Reserve or National Guard Status 

Do you now have Reserve or National Guard Status Yes 

If yes, complete the following. 

1 . National Guard 

2. Air National Guard 

3. Active E.eserve Status (member of organized unit) 

4. Inactive Reserve Status 


7 
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ksmohaesum you tbs jsccsd 

SUKVS7: Qualifications Analysis Branch, Personnel Assignment Division, 

t 

BY -■■■■■■ 


TAILS Cl CCliTEN25 


1, SttK3»Ty 


2. Functions * 

3. General Procedures 

,01 Routing of Applicant Files • ■ • • 

f x*. 

’ ' .02 Coding Applicant and Employee Qualifications . 

,03 rvoparetica and Use cf Qualifications Registers 
,0k ■ Coding Fitness Report 6 

« 

•05 Preparation of Kc^uirenente Cards « 

,06 Preparation of Agency Vacancy Report , . . . . 

k, /Staff and Work load » • • 

.01 Staffing 

.02 V/ork load Analysis 


Page 

1 

1 

1 

1 

3 

5 

6 
6 
8 
9 
9 
9 


c 


Appr 
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'C 


H 


<P 


,C 


.y 


v< x 


C 


1. Summary: - 

■ - 1 — ** 

,01 Procedures ; In general, tho procedures are logical and adequate. 
The problem of heaping employee qualifications cards up to date needs care- 
ful attention to avoid an excessive work load, The coding of fitness reports 
1c of questionable value; £000 aro already codod* 

.02 Staff ar.d Y/ork Load ; The work load 13 decreasing, yet the Division 
has requested an increase of 2 positions. It is xeco&'.ioended that the t/g for 
the "branch ron.&in at 7 positions. It is possible that the branch chief and 
the principal assistant are under-graded. 

* i 

2. Func t ions ; 

i , : 

The Chief, Qualifications Annlyoio Branch, under the general suporvlcion 
of the Chief, Personnel Assignment Division, shall: 

ayu — r e * * 

,01 Receive, analyse, route cad determine disposition of applicant 
files. y 

• * * 

,02 Code enployeo/nnd coceultant qualifications and maintain current 
qualifications registers. 

.03 Determine criteria for end code those applicant files considered 
of potential value to the Agency, 

,0/> Provide, upon request, lists of employees or applicants with speci- 
fic qualifications. 

.05 Provide coding cervices within the limits of available personnel, 
to the Cffico cf Porsonnal. (This crust bo chocked as to accuracy and justi- 
fication. ) 

/ 

.06 Copy requirements fren Boras 52 to proper® and disseminate roqulre- 
sento cards for external recruitment . 

.07 Codo Fitness Reports, (la there any need to do this?) 

3. General Procedures ; 

.01 Routing of Arxlicnnt Files : 

a. This Job is done by the branch chief. 

b. Applications and related papers go to the Applicant Filo Sec- 
tion, Records cud Services Division. Usually, tha APS Veits 'until it re- 
ceives on interview report, application end personal history statement and. 


x r ; 
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then sends the package to qualifications Anal vs is Branch. Exceptions Arc : 

(l) if an interview report snyo "please shop without application 0 , it vill 
to cent to GAB; (2) an inquiry or fora 57 (Federal Government Application for 
Employment) will to routed to QAB for decision whether to request proper 

forma or vrito a letter of rejection. • ' # 

>» 

c. The. Chief, 0A3 personally checks the data end decides to vh.cn 
each filo should be cent. This gives tin considerable responsibility. It 
io possible fer him to negate the efforts of the rccruitor, temporarily-. 

He say route tho file to an operating official or to a placement officer or 
he ssy eond the caze to tho Correspondence Branch to write a reject letter 
or to request any missing forms. As stated above, he will receive intezviev; 
reports without an application or H.S if tho recruiter Karka it for immediate 
attention. If advisable, ho vill than send an interview report to an operating 
official oi- placement officer, however, many officials will not examine a 
filo until tho interview report, application and fhS are all present, poto 
that the decision to shop an interview report alone is still made by the QA3 
chiof but that tho recruiter's reqziost assures his careful consideration. 

If the recruiter includes information as to where in the Agency he recocxendc 
the case bs shopped, it vill assist the QA3 chief (example: if the one place 

name ti by the recruiter has Just informed 0/3 they have no r.oro recruitment 
plans, then chopping a report there is no longer advisable}. 

d. Ao a chock on all his actions, csch recruiter my ask, on bis 
next visit to headquarters (3 to 5 months apart), what disposition vas undo 
of a filo. This permits the rccruitor, eventually, to see that hie cases 
get full consideration. It nlco helps educate both the GAB chief and the re- 
cruiter of current Agency needs find the procedures for processing applications. 

©. If an application is to be rejected, the CAT* chiof decide 6 
whether or not the applicants* qualifications arc such that he may bo wanted 
Inter. If ho decider, tuny are, the file is coded ns explained in section 
,t>?. below, The file folder is then stamped "coded". If subsequent inforae- 
~tion is received which makes the applicant ineligible for consideration, the 
code card is destroyed and the "coded” stamp on tho file is crossed off. Un- 
coded filoe are destroyed by AiFS nftor two years. Coded files ers retained. 

f. Ko record of files or routings is kept by the. CAS. This is done 
by A FS through which the file io routed eo a charge- cut record can be mode. 

• . S* Comments ; 


1/ T‘hi3 Job, by its nature a bottleneck, reouire^Gomcono vho 
con work rapidly and coke sound decisions. Tho incumbent, HHHIIIIII io 25X1A 
a former recruiter from the departmental branch of Foroonnol fro cur omen t Bi- 
vision. Shp-sricr.cfi each ns can be gained there seems essential for this Job. 

It is likely that the- breadth of experience would bo locking If this position 
were filled by the' ranking coda clerk of the branch. The min difficulty to 
filling a Q/ui chief or deputy position by former recruiters io that the posi- 
tion cf chief is grade OS 11 and r.o»t successful recruiters (outside the 
Clerical /ecru it rent Branch) ore above that grade. 
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2 / As She Job demands action each day, an nssietent should 
bo available to take over in tfcs hbosneo of .the branch chief, Tho Job c&er.c ° 

to be the type that must bo done each day for adequate current knovrledgo, 
therefore, the assistant should share the vork with the chief. 

' 3/ Perhaps tho Applicant Pilo Section 1 b sufficiently cloce 
to the for effective operation. Cn tho basis of the survey of only tho 
0/3, it teems advisable to attach AX’S to C/JE • This night cut down on the 
time now taken to route all files via APS. However, this specific problem 
could bo solved by sending a carbon copy of tho route el^p to A7S a.nd sending 
the file directly to tho addressee. 

. 02 Coding Awl leant and Employee Qualifications : 

r. # Pu rpose and Keth oA: The qualifications of applicants and em- 

ployees aro poctod in numerical cods to font-s- 37-150 Employee Clarification 
Cods Shoot. *2)100© nro cent to tha Machine hecorda Division and three IBM 
cards are punched, from each sheet. fhaso cards are used to list register* 
of "people with certain qualif icaticno and for machine- seai‘cning end listing 
people with cpecisl qualif ientiono. They have continuing use in locating 
needed applicants) and employees and arc an important potential source cf in- 
formation for rapid expansion of the Agency (war planning). 

b. What Anal l eant F iles Should be Coded; This decision is cade, 
for each case, by tiuToAB chief’. If subsequent information on a coded cs.se ^ 
is developed, ho nay cancel the code record. Ceded, files are staapsd "coded” 
and are retained indefinitely by Applicant ?ile3 Section, encoded files are 
destroyed after two year6. 

Tho QA3 chief was asked what criteria were used In deciding which 
applicant files should be coded, ho replied that he simply 
Judgment but that he plans to disease this with Division Chief 

and to develop criteria with kiu. 25X1A 

c. Coding Pm nlcyc o Tiles : All staff employee files aro to be coded. 

All new employees aro ceded currently and old employee a are nearly all ceded. 

Their status, by groups, follows s 

l/ headq uarters rm d U, S. Field; All but S70 are coded. Of 
those. Security Office* employees are a special group of some 3C0. The quali- 
fications cuostionr.airo for these employees was completed according to re- 
quirements except that a code number was given instead of the employee name. 

This made it impossible to locate and examine a file for these employees 
without first requesting ths true name from the Security Office, thus in 
effect obtaining permission from S.C. beforachccking a filo on any employee 
assigned there. The former branch chief, HUSH decided that euc.x In— 25X1A 
formation without true names was not worth ceding and the c_u-3 5 1 i 0 nna i re s have, 
therefore, r.svor boon coded, to 'Juno 1, 19 55, a representative of the 5.0. 
erne to 'AE to review the status cf coding cf their employees end stated ha 

. <* trVs t tv. v r.nr.*!s ?ru > ~pl ircl* 


c 


• *V 


chief 


d that tho branch chief report 

•r) re.ruoit instructions. 




'.ruble to hi 3 civtsicit 
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• ?/ S taff Agents nro ■ coflod by tho Contract I'croonnol Division. 

3/ Cvsrs arv s a~.pl oyees are Given queetioanuires upon their re- 
turn to headquarters. Their qualifications are then coded and .included \/ ith 
other employees. This means tii&t moet employees vho are at present overseas 
will not "bo included in machine runs until they return from their e.ssigauentl 

d. Source Reco rd and Infor ma tion Coded : Current employees have 

completed and new employees cor.plato, during their AOD indoctrination, quali- 
fications questionnaires. The information ie coded an posted from thoso 
questionnaires- to fom j7-150, Employe© Cualif iention Code Sheet, The per- 
sonal history statement it; boing revised at tho present time (Kr. Z.'ontr-gus 
of Plano Staff hao the &csig:ir:arvt) . The new fom is being designed to permit 
coding qualifications directly fren it, thus eliminating the qualifications 
questionnaire. The following information is obtained (as of 1 Juno 1 955) • 

Serial number 

Hans • 

Date coded 
Off ico 

dato of birth 1 . 

sex 

■ E.O.D. date 
citizenship 

extent of education (l code number) 
bachelor degree 

- major 

- College 

Masters degree - 

- major 

- college 
doctor’s degree 

- major 

- college 

- minor 

year highest degree received 
, • ©the r 

< school 

CIA wo rk experience (curront position and two othors) 
special work experience 

stcr.o ' 

license 

hobbies, sport e, otc. 
physical handicaps 

overseas status! intention and ability to go C/S 
grade 

military status 

Civilian and military experience (primary, and epr.ee for' h 
others) 

. foreign languages (space for 5) 
area knowledge (space for 5) 

•*^Y— 
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c. Keep ing P r.pl e yeo Ounll f IcatlonaUn^Cr^iAflA £u explained in 
tho next coction of this report, there nro”BBB®rcarda for cor:s HBBH e:>- 
ployccs. To Vo useful, these cn.rde isuat 'ce kept up to date. Periodically, 
therefore, additional employee experience and training cust Vc ceded and 
included in the punch cards. This can Vo done Vy use of tho qualifications 
questionnaire, or perhaps Vy returning the original Pi-S or qualifications 
quest icnr.niro end requesting that only additional inforuntion Va entered on 
a rev questionnaire, jhus, only those employee c having pertinent additional 
qualifications would have to Vc recoded and have car do repunched. 


25X9 




X 


- 



The (yC3 chief Intends to dotej-oino, with the division chief, 
how often cuslif Icntionc should Ve V nought up to date. , lio far e~r,ba?,i£ has 
Vcor placed or. sotting up cards for all employees. Procedures for keeping 
the cardo up to dote arc not yet written. 

The above tack would TjroVcbly effect a email percentage of tho 
total employee o each period of revision, It will. Ve seen, however, that the 
cardo are designed to chew current CIA work experience, or assignment, and 
erode. These data wild, change each revision period for tho great majority 
of employees and will represent r. substantial continuing work load if they 
rust Ve ceded and hand-punched Into the cards. The O/Ii chief Velievos it Is 
not possible to transfer these data froai other IBh cards (employee status 
card, or F a J'roll card) automatically. 

« 

It is recouaecded that this possibility should Vo studied 
thoroughly. V/ith adequate card design it should Vc possible to collate con- 
version code cards into or.o of the or. if; ting sots of cards containing erode, 
and current assignment and automatically punch the revised information Into 
the qualifications cards. ■■■■■■ hopes to etudy this problem. 25X1A 
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,03 Preparation and Uso of Cualif icatlons T'cgiGter s ; 

a. yr.ch.i ns Tuns Peo ue otc-d : Placement officers rr.d operating offi- 

. cj.nl s frequently request "machine runo' 1 of all employees with specific quali- 
fications. Cualificrtiona most frequently requested are area knowledge, 

• language knowledge (vith degree of proficiency stated) nr.d present grace, 
h any additions! items of information ar3 requested. The basic procedure is 
to machine- select the cardo of employees vith tho aain qualifications re- 
quired and ruckiue-IIet thoir nones end coded quailf icnfcicn.3. Tho official 
personnel foldero arc then obtained for the employees on the list (or "run") 
and each folder is examined tc coo If the employee has Other needed or de- 
sired qualifications. A reduced list (eliminating those where folders reveal 
thoy aro not qualified) is then prepared and &cnt, together v/ith the official 
personnel foldero, to the requestor of the machine run. 

| . ' / . f • % « **■ + 

V. Qualific ations Psc ist ers : It is more practl cable to run in 

advance a series of lists cf employees Vy basic quc-lif ientions and to search 
these licts manually when a machine run request is received. -Sixteen lists, 
or qualifications, register©, r.rs run each month and over $C$> of machine run 
rsqueGts are filled Vy searching the regicters. Pro title " machine run' 1 is 

-5- 
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actually used to apply to ony li3t prepared In 0/2,’ whether actually by a 
cachin c listing cr tv typing a lint obtained from scorching through, a register 
Host actual machine jams aro limited to requests for employees with each 
general qualifications that the list will to very large. In such case e a 
machine-prepared list con to obtained fssto’r then a manually-propnred ono. 

The three cards par employee described above are ©rpendo d into 
cn RVOTZuO of ? by rep reducing the tone data i nto dif ferent card fields. 

The result is- a set cf W cards for about HHH employees. 1'hio should 
be examined. It was discussed with BiBHmg and hp confirms .the opinion 
of the writer that it is usually possible to design tbs cards end wire tho 
cachings eo vhr.t the basic cards will serve without tho expansion from 3 to 
7 cards, 

.04 Ccdiii/; yitr-ccs Per.ortc ; Information in employee fitness reports 
is alco being coded end punched into IIP cards. The uses of these data ere 
hot known to the CJl &. 

It is doubtful whether effective uses cm 'be found. A manual ex- 
amination will show many fitness reports aro internally inconsistent. 


,C5 P reparation of P.c-oulrou=nt s Cards ; 

\ 

tu Source Document : bequests for new personnel are sent to tho 

OJL B via Fcsitica Inventory Control in Records and Services livisica cn 
forms 52, hsqueat for Personnel Action. 


b. touted to a Placougnt Officer : The form is routed to the appli- 

cable placement officer, he decides whether the need can. be filled from 
within, and may request a machine run of qualified employe ce in tho process. 

If it cannot be filled from within, the placement officer checks on tho 
accuracy of the Jo'v qualifications description, assigns the priority (urgent, 
regular or opportunity) end returns the fora 5~ to OAB for initiation of out- 
side. recruitment. 

c. Pouted to Personnel Procure, rant 7,'lvl slcn : The fora is then 

routed to tho Chief, Specialized hecmitcent X roach, ?>T>. He checks it for 
adequacy from the recruiter's point cf view, recommending expansion or clari- 
fication when necessary. 

This also gives him advance notice of cards which ho will re- 
ceive about 4 weeks later (see comments below). Cf those typs s of positions 
which are meet difficult to fill, he cm thus send advance notice to hie re- 
cruiters vie. his weekly newsletter. 


d» Cards aro f r et?:' red rr.d Distributed ; The forms a.ro accumulated 
and about every three weeks they are copied without change onto a Puplimat 
master ahd sent to Printing and Xopro duct ion for preparation, by hultilith, 
of 60 curds for each recruitment request (fora 52 ) . • 
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Er.ch master. Lr.s spec e for C cards. A tptciel email-type typ 3 * 
vriter its used* Tho cards ere 3s5 inches £nd arc usually filled with in- 
ly forwntiOR. Some 5 to 10 ,j of the cr.se s tcl:o 2 or 3 cards arid in tho great 

majority of these c^sce an incror.tc of card •size from 3 Z 5 to 4 x6 vould not 
l he sufficient to clloir.htc tho 'second card. 

** 2ho reproduction takes from 3 to 9 days; the ovorngo ie 5* 

1 Copies of the cards are distributed to the placement officers, 

tho division chief, the division ar.d branch chiefs in Fdrsonnei Frocuror.ent 
Division and to each recruitment officer, 

i — j 

H Previously, the qualification descriptions were edited "by CAB 

hut the Personnel Procurement Division has requested that they be copied 
i vitheut change. She recruiter finds tho cporator»s description of needed 

jjl qualifications to bs of greater use than the rewritten description, 

'©. Canc ellation cf Card;: : Pach card has a serial number. Folders 

of cards are notified of cancolIntiouK on a 3>:5 card marked ’'cancelled' 1 and 
— listing the applicable serial numbers. 

Getting prompt notice of cancellations is reported to be dif- 
ficult. i'ho Inf ormation is received from placement officers who seen to con- 
sider this a duty of lesser Importance, Obviously, effective recruitment 
production can bo achieved only by keeping tho requirements accurate and can- 
cellations timely. 

About 4 tines a year, as a check, a list of the serial numbers 
of all current cards ie cent out. 

f . Conmc-nts ; 

A, 1/ llmo taken to -oreparo cards ; koto the avernge time fron 

' receipt of the fom 52 to distribution is h weeks. As tho average number 
of neu cards per month is only 18, this operation trices only part of the time 
of ono clerk. The O.’.B vas under the impression that a time of 4 veche vns 
acceptable beenuso no objections had been received. Put recruitment efforts 
susrt when cards are received by recruiters and in-prccesc time should, there 
25X1 A fore, be kept to a minimum. ■■■■■■HR Division Chief, was advised to 

instruct tho breach to type cards and send then to Printing cud reproduction 
overy week. Instead of every threa weeks. has asked 

Printing and Reproduction if the work can bo speeded by having. it done in 
I luildiny, instead of in tho main plant in ■■■■■■ 'Ike results of tho 
request will b& trade known to tho division end breach chiefs. It is esti- 
mated these changes will cut tho k-week tia»a intervel to 1$ to 2 weeks. 

2/. Ufts- of Standard Cards : For certain Jobs, standard re- 

quirements curds have evolved end new requests simply refer to the serial 
cumber assigned to the standard card. Examples; Junior wfficar trainees, 
messengers, Cenao technicians, typists, ha ay core standard cards could be 
developed but the lev volume of el 1 cards makes this n minor problen. 


m 

- 


A 


c 
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. 3 / j-cnulroronta Cards find Clarsl f i c’atlon Job Pescrlptiona t 
tihero card6 have proven to be effective descriptions for recruitment pur- 
poses, it is doubtful if n Job description' for classification purposes can 
do totter than copy tho information into tho section on qualifications re- 
quired. CAB is ur.nvaro of any tic-in on this subject with the Classification 
end V/ago Divio ion. 

2t is particularly illuminating that recruiters found r.ost 
qualification descriptions prepared by tho operators to be of greater uso 
than descriptions revised or edited by QAB. As reported in tho jr.or.ormdum 
on the survey of the Personnel Procurement Bivision, th^ descriptions of 
necessary qualif ications v/kich are cor.to.ined in Ch-V/Job descriptions are 
of vo ry littlo use for recruitment purposes. When the recruitment chief 
was pressed for a reason, he reported the CuV descriptions were unrealistic. 
It would appear that cna etat«<aent of the qualifications needed for a Job 
should be sufficient. . 

hf Tie la-tior.s with Position In ventor y Orou c: 1/hen it is known 

that n. Job will become vacant in tho future, recruitment should begin at 
once. In such cnees Position Inventory can only report there' is no current 
vacancy. Also, v/hon t-n expansion is contor.iplatod, recruitment efforts should 
be initiated, /gain, Posit ion Inventory could only report "no current 
Vacancy", It is doubtful if forms 52 for such cases should be routod through. 
PX to CiAB, This can be checked further when PI is surveyed. 

When a form 52 is made out to fill & vacancy, however, 
it should contain the necessary information to permit cancellation of tho 
requirc-nsnt card ("cancels req. car’d v3?o", for example). tuck action would 
assist QAB to cancel cards more rapidly. It was reccaaended - to 
that this possibility be explored. 

.06 Pr ong-ration of Agency Vacancy re p ort ; Onco each month QAI> cakes 
up a list of slot numbers cf vacant positions above grade 5 by checking the 
.current requirements carde, This list ic divided by areas and sent to the 
eecrotarieo of the placement officers. They add to the list any vacancies 
in tho prococB of being filled from within the Agency and then prop-arc the 
Vacancy He port. It is dittoed. It Hats, by organisational unit, the Job 
title", grade or grade range, slot number, B ?PD” if outside recruitment 
activity is in process or "BUT)” if they are trying to fill the Job from 
within and a short statement of the qualifications required. This statement 
averages l/h to 2jh the else of the qualifications card, hotc this is tho 
third statement of required Job qualifications to bo found in the Cffica cf 
Personnel. The report dated 4 April 1955 listed 2/0 positions and consisted 
of 39 pages, 8x10 j inches. 

bote this list is all tho recruitment cards minus tho cards for 
future vacancies (not a present vacancy) plus the vacancies being filled froa 
within. It does not include vacancies which are not to be filled. 
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Coplbs of.tho Vacancy Sopor t go to p/^ere,, Chief PAD, Chiof PPD, 

Chief CM), "branch chiefs of JTD find oil placement officers. 

< ^ 


Co mment : This ic a report from personnel office to i to own renters 

listing its current work. Ths uses cade of the report fcavo not been checked 
outside QA3. Within CAP t);s only ueo ia to c ount the vpcsnciea by organiza- 
tional unit nnd cend the count to ■■■■■ in tho statistics unit cf Mecords 25X1 A 
and Servicos Division. 

lb. Stnff nnfl k’ork lend: • 


.01 


Staffing:: 


Position 


Grado 


On hand sue steel 


?e cor na ended 


Sr, Chief 11 

Principal assistant 9 

Qualifications analysts 7 

(code clerks' 

Qual. analyst trainee 5 

Personnel Clerk 4 

Clork typist i$. 



1 

1 


1 

0 


I 


1 

1- 

h 

0 

0 

1 


totals 


8 9 


7 


,02 Wo rk Load .4r.al.vsi3 : 


a. Ch ief and Assistan t : As discussed in part 2, General Procedures, 

a chief and assistant are considered necessary for the bottleneck operation 
of receipt, review end routing of applicant files. It is recommended that 
CJascif icatioa and Wage Division reanalyze the grades assigned to these Jobs. 


The assistant will often have tins to assist in tho review cf 
files selected by a machine run. 

l r Ote in section 1 that it is recommended these positions should, 
not be filled by promotion from within 0^B. 

b. Co de C l erks : Thsr6 has been no overtime in the last six months. 

*ho dutioa of the cade clerks are to: code, employee qualifications, appli- 

cant qualifications or.d fitness report b and to make machine runs, assist 
(if necessary) Applicant Tiles Section to pull the files of selected appli- 
cant 3 and employees and review and analyze theao files. 

In the last C months, a monthly averege of 138 employees 1 
qualifications have been coded. T hi v Job for incumbents is virtually ccr.- 
ploted. t>AB reports this Job averages 20 minutes per employee. If an average 
of 18 per day is used (3 per hour for 6 hours), in a ?2.5 work day month one 
cedar can process 105 personal history statements. One hundred thirty' eight 
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por conth would tr.lco 0.3^ coders. Decisions have not been made on the pro- 
cedure to uc^t^ceop those cards up to date. If the record Id brought up 
to date forHBHfc-^plcyeoc per year and if the work tokos £ ns Ion*; (10 
ninuteo) this would take 0.(2 coders, . ' ' 

In the last 6 months , a monthly avorrgo of 6$ applicants' 
qualifications have been coded, how that most all employees' qualifications 
have been coded* the coding of applicants' qualifications will probably. bs 
increased. FPJ) estimates 1?0 h'OD'c per month for 1955 (this ie probably 
high, ns reported in detail in tho report on the PH) EU/rvey). QA31 reports 
a coder can cede an average of 3° applications per day. i'hia is 6?5 per 
month. A half a cleric could do 2 l '£>t which may be a liberal estimate of 
future requirement e. 

25X9 

fitness reports have been ceded in the 
last six months* or those for about ■■■■■■■ employees. This should 
be in excess of needs for an adequate analysis of a report known to bo expo ri- 
aentol. QAE' reports coding fitness reports averages 5 minutes psr report . 

An avernge cfHH|br month for the last six months has thus taken the time 
of 0.62 co&ere. Ibis tine ckovdd be saved in the future-, until & rev fitness 
report is desired and the use of lib car do for its analysis can be found 
practicable. (A manual analysis of tho current fitness reports will show 
them to be internally inconsistent and, therefore, any statistical analyses 
of then are suspect.) 

Qualifications analyses by machine runs and reviev/s of files 
have the following avercgeB for tho last eix months; 


J 


.. J 




runs 

files examined 

files referred 


employees 

18 

508 

116 


applicants 

9-5 

5C0 

120 



27*5 

loco 

2 36 

During 

this X'eriod the volun 

:C has remained quite steady. 

tfith tho expected 

reduction in fitness report 

coding, 

therefore, it would 

&l,pear that the 

present 

staff should bo able 

to do 

this work. 



25X9 

25X9 


Sunnavy 

Coding u ov^mployeos, l/3 of voluoc fox lout six months 
hocoding^^H ewplcyecs/yoar 
CodingH^Epplications per month 

Coders available for qualifications analyses 
Present staff 


coders 

reeuired 



c 


X Four codors aro, therefore, considered liberal for known future work load. 
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c. .C ierb-- Typist : The credo four position hoc teen used for typing 

end n coder hno teen used for typing requlror.iente cards. It is recoufaended 
tiiTit the petition to octet lishc-d nr, clerk typist end that this person t yp-0 
the cards", too. It vculd to veil to recruit a person for this Jet as a 
potential coder, 

d. Co de Clerk T r eir.ee : In a unit this caull, it is recomendod 

that the ?/G he established. for coders and that when a trainee is used ho 
occupy e. coder position at c. 5» Wci'li lead data, do Xiot Justify *he 

extra position. • • 
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LANGUAGE DATA SHEET 
FORM NO. 444c 

LANGUAGE DATA RECORD 

/Each individual will prepare at least OS E Language Data Rccprd? 


■ 1 . 


GENERAL 

25X1 A 

Notice forth t he objective s and purposes of the Language 

Development Program. Regulation and other issuances in this 

series provide further details governing participation in the Program. 

This Language Data Record is the instrument by which the Organization 
maintains its register of language qualifications and affords persons who 
now possess proficiency in a foreign language the opportunity to partici- 
pate in the program. 


25X1 


INSTRUCTIONS 


1. All persons who possess proficiency in any foreign language will complete 
ONE form for EACH language. 

2. All persons who do NOT have proficiency in any foreign language will so 
indicate by checking item 5 of Part I and completing the certification in 
Part IV. 


C 3 . Your certification on this form constitutes your application for a 

"Maintenance Award." You will be eligible for an award 12 months from the 
date you complete the form provided tha t you meet the requirements which 
25X1 A are set forth in Regulation HHHH1 and other issuances in the same series. 


PART I GENERAL 


Items 1 through 5 Self Explanatory. 

PART II LANGUAGE ELEMENTS 

Circle ONE and ONLY ONE number opposite the statement in EACH section of 
Part II which in your opinion most nearly applies to your command of that 
language element. 

PART III EXPERIENCE AS TRANSLATOR OR INTERPRETER 

Circle ONE and ONLY ONE number opposite the statement which describes your 
experience as a translator or interpreter. 

PART IV CERTIFICATION 

Sign and date the certification. 

DETACH INSTRUCTION SHEET AND FORWARD COMPLETED FORM(S) TO YOUR ADMINIS- 
TRATIVE OFFICER . 
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LANGUAGE DATA RECORD 


PART I -GENERAL 


j. name (Loat-Firat^Middlc) 



DATE OF BIRTH 


MONTH 



I I H 

IN 


AVE NO PROFICIENCY 
ANY FOREIGN LANGUAGE 


PART I 1 -LANGUAGE ELEMENTS 


SECTION A.. 

Reading (40) 

1 can read texts of anv difficulty 

ONLY RARELY. 

. OF A GENERAL NATURE OR IN FIELDS 1 AM FAMILIAR WITH. USING THE DICTIONARY 

2 1 CAN READ TEXTS OF MOST GRADES OF 

*•' DICTIONARY OCCASIONALLY. 

DIFFICULTY, OF A GENERAL NATURE OR IN FIELDS 1 AM FAMILIAR WITH, USING THE' 

1 CAN READ TEXTS OF AVERAGE OlFFIC 
FREOUENTLY. 

JLTY (none papers , reference materials , etc.), USING THE DICTIONARY 


. I CAN READ SIMPLE TEXTS. SUCH AS SjTREET SIGNS. NEWSPAPER HEADL 1NES , ETC, , USING THE DICTIONARY FREQUENTLY. 


. \ HAVE NO READING ABILITY IN THE LANGUAGE. 


. ION B. 


Writing (41) 


I CAN WRITE PERSONAL LETTERS AND SIMILAR MATERIAL WITH COMPLETE SUCCESS WITHOUT USING THE DICTIONARY. I CAN 
I- WRITE FACTUAL NARRATIVE AND EXPOS TORY MATERIAL WITH REASONABLE CLARITY. WITH VERY -FEW GRAMMATICAL ERRORS. IN 
NATIVE STYLE. USING THE D1CTIONAR' ONLY RARELY. 


I CAN WRITE PERSONAL LETTERS AND SIMILAR SIMPLE MATERIAL WITH COMPLETE SUCCESS. USING THE DICTIONARY ONLY 
2. RARELY. I CAN WRITE FACTUAL NARRATIVE AND EXPOSITORY MATERIAL WITH REASONABLE CLARITY, WITH FEW GRAMMATICAL 
ERRORS, BUT IN A STYLE WHICH MAY BE NATIVE. USING THE DICTIONARY OCCASIONALLY. 


I CAN WRITE PERSONAL LETTERS ANO SIMILAR SIMPLE MATERIAL. WITH REASONABLE SUCCESS IN CONVEYING MY MEANING, 
3- BUT WITH OCCASIONAL MINOR GRAMMATICAL ERRORS ANO IN OBVIOUSLY FOREIGN. AWKWARD STYLE. USING THE DICTIONARY 
OCCASIONALLY. 


. I CAN WRITE PERSONAL LETTERS AND SIMILAR SIMPLE MATERIAL. WITH REASONABLE SUCCESS IN CONVEYING MY MEANING. 
BUT WITH MANY GRAMMATICAL ERRORS AND IN A VERY FOREIGN, AWKWARD STYLE, USING THE DICTIONARY FREOUENTLY. 


5- I cannot write in the language. 


SECTION C. 


. MY PRONUNCIATION IS NATIVE. 


Pronunciation (42) 


2. 

WH 1 LE. NAT 1 VES CAN 

DETECT AN ACCEN 

3. 

MY PRONUNCIATION 

IS OBVIOUSLY FOR 


MY PRONUNCIATION IS OCCASIONALLY DIFFICULT FOR NATIVES TO UNDERSTAND. 


5* I HAVE NO SKILL IN PRONUNCIATION. 



CONTINUE ON REVERSE SIDE 


FORM NO. 
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SECTION 0. 

Speaking (43) 

( 1 SPEAK FLUENTLY AND ACCURATELY IN 

IN ALL FIELDS WITH WHICH 1 AM FAMIL 

ALL PRACTICAL AND SOCIAL SITUATIONS* 1 CONVERSE FREELY AND IDIOMATICALLY 
1 AR, • 

l SPEAK FLUENTLY AND ACCURATELY IN 
WITH WHICH 1 AM FAMILIAR AND l EMPL 

NEARLY ALL PRACTICAL AND SOCIAL SITUATIONS* I CAN CONVERSE IN MOST FIELDS 
OY SOME PDPULAR SAYINGS, LITERARY QUOTATIONS. AND COMMON PROVERBS. 

3. 1 GET ALONG QUITE WELL IN SITUATIONS 

OF DAILY LIFE AND TRAVEL AND CAN CONDUCT R OUT INE BUS 1 NESS IN P ART 1 CU L AR F 1 EL D S . 


. I MANAGE to cet along in The most common situations of daily life and travel. 


5. 


SECTION E. 


Understanding (44) 


I understand nontechnical converiation on all subjects, both face* to* Face and on THE TELEPHONE* | UNDERSTAND 


NEARLY EVERYTHING l HEAR ON THE R/DIO AND AT THE MOVIES, PLAYS, AND LECTURES. 


I 

1 UNDERSTAND NONTECHNICAL CONVERSATION ON NEARLY ALL SUBJECTS, BOTH FACE* TO' F ACE AND ON THE TELEPHONE* I 
2* UNDERSTAND MOST OF VfHAT I HEAR ON THE RADIO AND AT THE MOVIES, PLAYS. AND LECTURES. INCLUDING MOST JOKES AND 
PUNS. 



— 

ON ON 

TOPICS 

OF DAILY LIFE 

AND 

TRAVEL , 

BOTH 

FACE* 

TO- FACE AND ON THE TELE- 

HEAR 

ON THE 

RADIO. AND AT 

THE 

MOVIES, 

PLAYS 

, AND 

LECTURES. 


I UNDERSTAND THE SIMPLEST CONVERSATION , BOTH F ACE* TO* F ACE AND ON THE TELEPHONE* I UNDERSTAND SOME OF WHAT 


I HEAR ON THE RAOIO AND AT THE MOM ES , PLAYS. AND LECTURES. 


I 

I AM NOT ABLE TO UNDERSTAND THE SPOKEN LANGUAGE. 


BEFORE COKTIKUIKG -.CHECK PART II TO ENSURE THAT YOU HAVE CIRCLED ONE HUMBER PER SECTI08. 


PART 1 1 1- EXPERIENCE AS TRANSLATOR OR INTERPRETER 1*5) 


. I HAVE HAD EXPERIENCE AS A TRANSL/TOR. 


'2. I HAVE HAD EXPERIENCE AS AN INTERPRETER. 


3. BOTH OF THE ABOVE STATEMENTS APPL 


. NONE OF THE ABOVE STATEMENTS APPL' 


PART J V— CERT I F I CAT I OM 




I CERTIFY THAT THE INFORMATION GIVEN ABOVE IS TRUE AND ACCURATE TO THE OEST OF MY KNOWLEDGE AND BELIEF. 

THIS CERTIFICATION CONSTITUTES MY AP'LICATION FOR A MAINTENANCE AWARD PROVIDED I AM ELIGIBLE UNDER THE TERMS OF 
REGULATION NO. 2 9-115. PAR. tC(4). I UNDERSTAND THAT I MUST PASS AN OBJECTIVE LANGUAGE PROFICIENCY TEST BEFORE I 
BECOME ELIGIBLE FOR AN AWARD. AND TH IT IRRESPECTIVE OF THE DATE OF TESTING. ANNUAL MAINTENANCE AWARDS WILL BE 
CUMULATIVE AS OF THE ANNIVERSARY DAT: OF COMPLETING THIS FORM. 
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I 


CERTIFICATION OF CLAIMED LANGUAGE PROFICIENCY 


1, EMPLOYEE SERIAL NO. j2. NAME ( 1 a s f - (i M t - mi ddl . ) ( 


LIVCl OF SKILL 


list below the foreign language or languages in which 

YOU POSSESS ANY DEGREE OF COMPETENCE. JiNDICATE YOUR 

proficiency in each of the five skill Factors shown 

(reading comprehension, writing ability, etc.) BY 
NOTING THE NUMBER MOST INDICATIVE OF Y< UR LEVEL OF 
SKILL UNDER THE FACTOR BEING CONSIDERED 

IF YOUR PROFICIENCY RELATES TO A PARTICULAR DIALECT 
OF A MAJOR LANGUAGE, 10ENTIFY THIS OtAlECT BY NOTING 
IT IN PARENTHESES AFTER THE LANGUAGE 0 hf THE SAME LINE. 

IF YOU HAVE NO PROFICIENCY IN ANY FORE GN LANGUAGE. 

CHECK (X) BOX AT RIGHT AND LEAVE ^ 

OTHER ITEMS BLANK. 


(Slight) 

t 


. DATE OF BIRTH 


(Native) 

S 


0 “NO PROMCIENCV IN A 

SPECIFIC SKILL FACTOB 


SKILL FACTORS 


HOW ACQUIRED 
#•] {Check (X) Box(ea) 
which o ppi yj 



J wm-jM 


r >Vjf C> / 

v £ j ' 

>? f ° 


* 

WmlmL— 




S. IF YOU HAVE HAO EXPERIENCE AS A TRANSLATOR. INTERPRETER OR INSTRUCTOR. EXPLAIN AND SPECIFY IN WHICH LANGUAGE ( S ) 
YOU HAVE HAO SUCH EXPERIENCE. 


CERTIFICATION 


/ "‘ERTiFY that the information given above is true and accurate to the best of my knowledge and belief. 



signature 


"“«mc 2 S??“I C . p,tv,ous SECRET 
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COOTENTS 


A. Colleges or Universities 

B. Areas of Study 

C. Overseas Experience 

D. Host Recent Pre-CIA Experience 

E. Basic Personnel Information 


Prepared by 

op/*pod/qab 

\ 


As of 

31 December 1962 
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CUMULATIVE DISTRIBUTION OF MAJOR AREAS Of STUDY BY EMPLOYEE 
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"• INTRODUCTION 

Purpose 


The Qualifications Record • System was developed by the Offic" of 
Personnel to permit the recording, filing and retrieval of biographic data, 
experience, education and special qualifications of Agency employees and 
selected applicants. It accomplishes this in such a manner as to permit 
storage of this information in coded form by means of a high speed computer, 
permitting rapid retrieval when needed by Agency Hannover Planners to select 
the best qualified personnel (employees & applicants) to meet changing require- 
ments. ' 

How the System Works 

The coding system is designed to code all desirable information 
in a series of 12 character items. Each item will contain a two letter 
prefix followed by ten numeral or letter combinations which will vary in 
accordance with the information being coded. 

EXAMPLE - A hypothetical case of a new Agency employee who 

entered on duty in early 1964 : 

AA121^03^1:ZB^1202^14;ZC02^^31^0;BK51NHNM264;CS46103YA1J63; 

ET2035GgIB45 ; v J18C 99B 0134 j U J00B99AH3 6 ; U J00A99BET37 ; UL009QJHAU54 fJH02 
9PCIAS64; UL009G wHAU54 . 

\ 

The above series ox code entries, when decoded, gives us the following 
information on this individual's current personal status, pre-Agency background , 
and overall qualifications: 

PERSONAL STATUS AND FOREIGN RELATIVES. A Caucasian male, born in 
1912, married with three dependents, U.S. citizenship by birth; his wife bom ih 
in 1914, is a Caucasian, a U.S. citizen through naturalization, and was 
previously an Agency employee; his wife has close relatives living in Canada who 
are Canadian citizens, and there is frequent contact with these foreign 
relatives. 


LANGUAGE ABILITY. This employee has excellent proficiency in 
•French as measured by tests. His proficiency is equal to that of the best • 
educated natives for Reading, Pronunciation-, Speaking, and Understanding 
the spoken or written language. Kia proficiency in Writing is High, or 
fluent, with evidence of con-native origin. He ha3 had experience as an 
interpreter. 


AREA BlJCWIEDGfE. He has a knowledge of France, its political organization, 
legal structure, and its international relations. This knowledge was gained 
through working in France as an employee of the U.S. State Dept, and he left 
France (in this capacity) in 1963. 
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MILITARY EXPERIENCE. He spent more than three years but less than 
four In the Army, his service ending in 1945. He worked in the field of 
Military Intelligence, 'chiefly as an Interrogator, with the final rank of 
Major, 

* ( , * 

CIVILIAN EDUCATION AMD TRAINING. He received a B.A. degree in 
French Literature from Princeton in 1934; an M.A. in Political Science from 
‘Yale in 1936, and a Ph.D in Political Science from Harvard in 1937. 

' CIVILIAN’ WORK EXPERIENCE. Our hypothetical employee taught various 
university subjects in the field of Political Science from 1927 until enter- 
ing the Army in 1942, but specialized in International Communism. After 
'World War II, he returned to university teaching, ! until 1954, then worked for 
' the State Department as a Political Analyst until coming to the Agency In 
...January of 1964. 

#• 

■ OTHER QUALIFICATIONS . Author of published (copyrighted) works on _ 
International Cormunism while employed by a university with the most recent 
copyrighted publication in 1954- 

' KGN TO USE THE CODING SYSTEM 

All items to be coded fall in the following nine categories: 

'Personal Status • AA, ZA, -ZB 


Personal Status 

Foreign Relatives 

Foreign Language Ability 

Geographic Area Knowledge 

Military Experience 

Military Education and Training 

Civilian Education and Training 

Civilian Work Experience 

Specialized Skills - Other Qualifications 


BA - BS 
CA - CH 
EA through YZ 
EA - IS 
EA - Y3 
EA - Y3 
EA - YZ 


Category 1 Personal Status 


PERSONAL STATUS 


SEX 
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.. 
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Z B 





1 2 3 


12 3 4 

A. AA Item 


2 3 


Column 1. Year of Birth : Use the last two years of the individual's birth date. r 

Column 2. Sex & Race : Use 1 digit codes, 1-8: 1-Male Caucasian 

2— Female Caucasian; 3-Male, Negroid; 4— Female, Negroid; 5-Male, oriental 
6-Female, oriental; 7-Male, other, 8-Female, other. 

Co~umn 3. Marital Status : Use 2 digit codes $2-^6: (^-Single; pi-Separated 

"(^-Annulled; ^-Divorced; ^4-Widowed; ^-Married, 06-Remarriod. 


o — 
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Column 4« Number of Dependents : Use. two zeros, followed by the digit represent- 

ing the number of dependents. ' Use 007 'for se v en or more dependents^ — 
Column 5. Citizenship and Foreign Relatives : Use $0 if U.S. bom with ho 

foreign relatives; pi if U.S. bom with foreign relatives; id if U.S. 
naturalized , no foreign relatives; 'll if U.S. Naturalized with foreign 
relatives. „ .-r, ir ' 

B. ZA Item 

The.-ZA' Item is used to record citizenship status of .the employees 
(or applicants) who are rot U.S. citizens by birth. 


Column 1. 


Column 2. 
Column 3* 
Column 4* 

Column 5« 


If U.S. citizen by naturalization, use 'ZA01 
If U.S. citizenship is in process, use ZA02 
If a non-citizen, or alien, use ZA03 

One zero is always used to complete the code 
Two zeros are " ” 11 11 n 

Select the proper code, 001 - 237 to denote country of previous 
citizenship (present citizenship if an alien). 

Use the last two digits of the year in which the individual was 
naturalised. If an alien, complete the code by using ; two. zeros. 

0. ZB Item 


This item is always coded for married employees (or applicants) 
and is always omitted for those who are unmarried. 




Citizenship Status of Spouse 


Column 13. Use Z30 if the spouse is a U.S. citizen by birth. 

Use ZB01 » " n « " " " ” naturalization. 

Uso ZE027 n n " n In process of obtaining US. citizenship. 


Use ZB03 " » 


" an alien. 

Sex and Race of Spouse 


Column 2: 


Use 1 if spouse is a Male Caucasian; 2 if Female Caucasian, 3 if Male 
(2'Iegroid) ; 4 if Female (Negroid) 5 if Male Oriental; 6 if Female 
Cidental; 7 if Male, Other;, 8 if Female, Other. 

Occupational Status of Suouse 


Column 3 • Uso vp^-If^pousa-is^eCearaOcU* 

01 if spouse workes for Agency 
pJ2 if spouse worked for Agency 
. <?3 if. spouse works but -not for Agency 
^4 if spouse is not working 

• *: Citizenship Status of Spouse 


Column 4 j Select the proper code -000-237 to denote present citizenship if 
-by-biz-bh-'O-r alien, or .otherwise- previous citizenship.' //ju'vTi-v , <u r /’ -yi cL 

' 0 J 


3 - 
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Column 5. Use the last two digits of spouse’s birth date. 

ip 

Category 2. Foreign Relatives Items 


FOREIGN RELATIVES 
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This code is applied when the individual or spouse has relatives 
•who are not U.S. citizens. Degree of such relationships, frequency of contact, 
j and country of citizenship are coded. I t 

: V £1 ■ 4 p i ;C 

^Column 1: Use the code 2C01 - 2C07 and/or SC21 - 3CI7 which represents the proper 

combination of degree of kinship and frequency of contact with the 
foreign relative being coded: 


j Anpl icant/Employeo Spouse 


4P zc0i 

sen 

• ,ZC02 

'□C12 

2C03 

3C13 

kepu 

SC14 

.SC05 

ZC15 

CC/6 

• 2C16 

y SO07 

'23517 


Immediate Family - frequent contact 
Close Relative - frequent contact 
Distant Relative - frequent contact 
Immediate Family — slight contact 
Close Relative - slight contact 
Distant Relative - slight contact 
Foreign Relative (s) - but no contact 


Column 2: 
Column 3: 
Column 4' 

Column 5 • 


Use one zero to complete the code. 

Use two zeros to complete the code. . 

Select from the list "country of present or previous citizen- 
ship" the three digit code 001-237 representing the parti- 
cular country of citizenship of the relative coded. 

Use two zeros to complete the code. 


'If there ares foreign relatives of more than one country an entry is 
nado for each different country of citizenship of such relatives. If more than 
■ one relative is a citizen of a particular country, only one entry need be made, 
* and that would be for the relative combining the closest kinship or greatest 
; frequency of contact If . kinship is .of the same degree. 

If there are no foreign relatives thers Is ho entry for this Item. 

DA - BZ Item 


Category '3- Foreign Language Ability 


FOREIGN LANGUAGE ABILITY 
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Codes BA00 - BZ99 vd.ll be used to code all languages. For rapid 
selection of the pertinent codes, all languages are listed alphabetically, 
although their alphabet codes and number sequence are arranged on the basis 
of linguistic family or groups. 


Column 1: Select from the code group, BA01-BZ99, the alpha numeric code combi- 

nation representing the language being recorded from the list of 
languages arranged alphabetically. 

Column 2-6:The blank space under columns R, V/, P, S, and U are for coding pro- 
ficiency in Reading, Writing, Pronunciation, Speaking, and Compre- 
hension (Understanding), respectively. Claimed proficiency (by 
employee or applicant) is indicated by the numeric codes 1-5. 
Measured or proved proficiency (Agency testa) is indicated by the 
letters S, E, I, H, N. The scale is as follows* 

High 

Slight Elementary Intermediate (Flue nt/Non— Native) 

Claimed 1 2 ' 3 U 

Teat Results S E I H 


Native 

5 

N 


_ Column 7* Prior experience as translator. Interpreter, translator and interpreter^ 
■ or teacher is recorded by inserting codes 1, 2, 3> or 4* respectively, 
in the column headed "Exp”. 

Column 8: Use the last two digits of tho year in which the proficiency wa 3 

claimed or tested. 


Category 4* Geographic Area Knowledge 0A - CZ Items 


GEOGRAPHIC AREA KNOWLEDGE 
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; Codes OA$5-CH99 are used to code all geographic areas. As in the 
case of languages, areas are listed alphabetically for rapid reference, 
■although their codes are based on geographic regional r elatedness. A second 
listing of codes, arranged by geographic regions, follows the alphabetic 
arrangement and is sometimes more suitable for selecting proper area codes. 
.This listing is often necessary when the individual claims knowledge of a 
general region instead of a country, because not all regional designations are 
listed in the alphabetical arrangement (first list). 




Column 1. Area Code: Select the codo CA^-CH99 which represents the area being 

coded. 

Column 2« Type of Knowledge: Select the digit 1-9 which represents the type of 

Imowledge the individual has of the area: 

1, Political; 2. Economic; 3. Scientific* Medical; 4* Labor r - ■ ,4 !— 

Organization; 5. Security Service, Intelligence Systems; 6. 'Cultural; 

7* Educational Systems; 8. Military Organization, Tactics; 9. Geographic. 
Uorrain, otc. 
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' . k. 

Column 3. Obtained ; Soloat the two digits 01-07 which designate the nature 

of the area contact during the period area knowledge was acquired; 

01, Native of country; 02. Prolonged residence; 03. Foreign 
dasignmsnt other than Agency; 04. Academic study; $5. Attended foreign 
school in area concerned; 06. Agency assignment; 07. Reaearch/Analysia, 
Domestic assignment (including Agency) t <-■"*. Tfcfit'/ Si- - ..... 

Ool uma 4* Source of Knowledge: Three-letter code 3 ore used to show the nature of 

the organization with which the individual was associated when the area 
'.knowledge was acquired. These three-letter codes are in the back of the 
• ceding manual. If the individual was in a foreign university as student 
. or instructor, the three-letter code would be HAU; if employed by a pri- 
vate enterprise firm, one of the cedes in the JAA-X33 series would iden- 
tify the type of economic activity in which he was engaged; if employed 
by an international organization or a quasi-govarranental organization 

$ (UNRRA, International Monetary Fund, etc.), the XAA-X03 series would be 

•^sed; if by a U.S . Government organization (as a civilian), the YAA-Y3Z • 
cariaa would identify the Government organization; if by a U.S. Military 
Service (while on military duty) , the 3AA-233 series would identify the 
ccrvice and/or component; while Agency employment would be indicated by 
tlo IAA-I33 series. 


Category 5. Military Experience EA-Y3 Items 


MILITARY- EXPERIENCE • 
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Column 1. Field of Specialization : Select the cod© EA00-YZ99 which most aptly 

describes the specialised knowledge, activity, or skill involved in the 
experience to be coded. If two or more distinctly different types of 
experience were acquired, each should be coded as a separate item. 


Column 2. 


Use the digit 0-9 which indicator the number of ^complete- years experi- 
ence in the activity being coded. (Use 0 for experience of less than 
crojyear duration.) 


Column 3. Use the appropriate two-lettor code 3A-3Z, selected from the list of 
cedes for the military ranks found in the Military Experience section 
cf the code manual. 

Column 4. Uso the appropriate threo-letter code from the 3AA-Z33 series of the 
Soarco of Experience section which contains appropriate codes for all 
Yuvinehas of the Military Service. 


Column 3. 


Use the last two digits of the year in which the coded experience was 
euxplotod. 


Approved For Release 2000/04/^P: €IA-RDP90-00708R000200170b01-9 


So October IS'J, 




Approved For Release 2000/04/18 : CIA-RDP90-Q0708R000200170001-9 

► 

Categories 6-9 

j.‘aa foregoing categories were explained separately because no two 
were consistently the same in theory or coding procedure. ' 

ilowever, each of the remainder of the categories can be understood 
with one explanation since all . are governed by the same theories which are 
uniformly applied in coding with no exceptions. For convenience the pre- 
printed coding form gives different captions for corresponding columns of tho 
twelve— unit items in the different categories. This is for convenience in 
coding only and not due to any difference in theory or application. The functional 
code 99 is pre— printed on the coding sheet since this is the proper coda for all 
students. Each code consists of a twelve— unit item with each item consisting 
of five parts (columns). The five columns are: 


Field of Speci ali zation Code 
Extent of Experience Cede 
Functional Code 
Source of Experience Code 
Year of Completion Code 


2 letters and 2 digits 

1 letter or 1 digit 

2 letters or 2 digits 

3 letters 

2 digits; the last 2 of the 


year in which the experience was completed ' 

■ V : > 

Column 1 - Field of Specialization Code * 

This code always consists of two letters followed by two digits, from 
a series running from EA0j3 to YZ99. ' . 

AH fields of knowledge, experience, activities, or skills are 
classified or organized in the manner deemed most suitable for the Agency's 
purpose. Each major field of knowledge, activity, etc. is broken down into minor 
groups and fields. Codes were assigned to each minor field of specialization in 
•accordance with the series assigned to the major Group or Field of Specialization' 
to which the minor field most logically belongs (based on the primary or most 
essential nature of knowledge, skill, or activity associated with it). It is 
• important to understand that many major fields of specialization contain minor 
fields or subdivisions which can be logically associated with two, three, or more 
major fields. • 

' • limunple: Actuarial Science. This is a field of knowledge which 

finds its greatest application in the field of Insurance (a sub- 
division of the Major Field of Business Administration) thus one 
LdLght. assume that the code for Actuarial Science would logically 
belong in the "family" of codes related to the major field of 
ilasiness Administration; further, it could, be assumed to belong in 
■feha same sub-family of codes which include those in the field of 
Insurance. Both assumptions are invalid for purposes of determining 
'iho proper code to assign to Actuarial Science, for the fundamental 
Imiowledge underlying this field lies in the field of Mathematics . 

• co instead of being in the FA0S$ - FZ99 series (Business Administration) 

: • the code is in the HA0f0 - KC99 series (Mathematics). Since it is 
often more convenient when coding to look in the group one would 
. ccqpect the knowledge applied^ to find the proper code with as little 
colay as possible, the codes are listed in both arrangements, often 
•* ' irooulting in 'multiple entries for any given code. 
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To effectively code qualifications the coding analysts roust use 
the same "rules" for classifying the knowledge, skill, etc, that must be 
applied later by the analyst who attempts to locate people possessing 
qualifications to meet particular requirements. Once improperly coded 
information gets in the system, it remains dormant and wasted, for it would 
be obviously impossible to retrieve useful "wrong" information from the system 
by searching for correctly coded information. 

The Major Fields of Specilization are arranged in the following order 
(are In tha code book in this order and indexed accordingly) : 



. • ■ BAGO-EZ99 Intelligence & Related Fields/Milltary Science 

. ' , ' "FAOO-FZ99 Business Administration . . . 

FS00-FZ99 Transportation ’ : 

\ . ■ GAOO-GF99 Communications . / . 

• GROO-GZ99 Military & Special Equipment •' ■ . ... 

HA00-HC99 Mathematics . '? 

HEOO-KT99 Physics 1 \ . ' \\ • -f 

• HU00-HZ49 • Crystallography •* ! . ' : 

JAOO-JL99 Chemistry .7 ; 4 v 4 *' / ' ■ *. 

■/ JMOO-JV99 Earth Sciences " /. • • * 

1CAOO-KY99 Biological/Life Sciences • • j 

• IAOOyLZ99 Agricultural Sciences • • ’ '■■•v 

• KAOO-MZ99 Health Sciences .. ' . * 

.. .*■ - - NAOO-NZ99 Engineering 4 

: •. ?AOO-PZ99 Sociological Sciences ••;••• ' 1 ' . i 

:■ ■ . . TAOO-TL99 Art ' [ 

• •• ■ TMDO-TQ99 Artisans & Craftsmen. i 

TTOO-UE99 Economics 

UJOO-UZ99 Political Science/Public Administration 
7 VAOO-TO99 History 

. VEOO-VM99 Psychology/Education/Religion/Philosophy ■ ' 

UAOO- T ,'JZ99 Anthropology, Archaeology, Ethnology, Sports, Hobbies, ez: 

. YAOO-YZ99 Public Safety, Civil Defense 

Column 2. Extent Code. \ 

This code consists of one digit when used to denote duration of 
experience or activity other than education or training. The digit, 0 through 
9 is selected which shows the number 6f full years (up to 9) which the individual ^ 
was engaged in the particular experience, skill or activity. All such experience r 
over 9 years would also be coded with p. 9* .. t- 

TJIisn coding education or, training, the letters A-G are used to indicate ■ 
tho extent of 'training or education. . The PhD degree is the highest level coded 
and is represented by the letter A, which becomes the Extent Code for education 
resulting in a PhD. degree. The letter B represents a Master’s degree, and the 
letter C a Bachelor's degree. A certificate or ‘diploma from a vocational ’ • ; 

or trade school is represented by the letter F. Other college, mili tary, | 
vocational, or any other type of education or training is represented by the ! . 

letter G. . V. •• — - . 
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Column 3* Functional Code s 

The Functional Code is i an important Complement to -'-Id S 

Specialization Code . The latter' pinpoints the specific fields of specialized 
knowledge, experience, or activity comprising an individual's qualifications 
which may be of use to the Agency. The functional code tells us how the. 
individual applied his knowledge or skill in each field of experience; i.a., 
whether as a teacher, analyst, manager, technical program director, consultant, 
adviser, designer, researcher, producer, writer, editor, or general practitioner, 
otc. If he was primarily an administrator, rather than a substantive specialist, 
it tells us this also, as well as indicating at what level his administrative 
responsibilities functioned in the particular activity; i.e., as President, 

Agency Director, School Principal, College Dean or President, etc.; or - 
whether as an immediate subordinate to the foregoing; or - whether as con- 
sultant, staff adviser, organization or program director, office supervisor; 
or as a sub-professional level supervisor, foreman, superintendent, clerk, etc. 
Thus the functional code's purpose i3 to describe the individual';, role during 
hie experience with the specialized knowledge or activity. In using tho Quali- 
fications Record System's capabilities for selecting best qualified individuals 
for specific assignments, the functional role could for some Jobs be an even 
more important index of suitability than the Field of Special? z ■.~i .:n coda, 
although they would normally both bo of great importance, giving a better bal- 
anced view of the individual's suitability than either alone. 

Column 4. Source of Experience Code 

This code always consists of three letters and is used to indicate 
"''■all sources of experience. Three-letter codes AAA-323 are usee orZj to indicate 
specific colleges or universities and are intentionally limited in use to code 
educational achievements resulting in Bachelors, Masters, or Doctoral degrees 
from accredited colleges and universities. •(Other education or training sources 
are indicated by three-letter codes ?iAA-HB3.) Refer to the pertinent list at 
■the back of the code book for the proper codes. to use for other sources (JAA-222). 


Summary of Source of Experience Codes; 


A , of 

It* • v j • / 



lo AA/t-CSZ; 

2. DAA-E33 : 
3o HAA-HHZ : 
4« O'AA-XZZ : 
5® XAA-X03 : 

6. YAA-Y33: 
7o 2AA-332: 

3. IAA-IZ3: 


U.S. Colleges and Universities (Accredited) ' 0 
Foreign Colleges and Universities ( Accredited)^ 
Other Sources of Education or Training 
Economic Activities as Sources of Experience 
Quasi-Covernmental Organizations or Activities, 
and International Organizations 
U.S. Civilian Government Organizations 
U.S. Military Organizations 
Agency Organizations or Components 


«* V «• 
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Column 5. Tims Exrxarience Wag Completed Code 

This code always consists of two digits. The two digits are always 
tho last two of the year in which the experience being coded was completed. 

Example : If John Doe finished college in 1937, this column would 

ba used 'to indicate this and would be coded as 37. 


SUMMARY 

We have described the individual elements common to all twelve 
rmit codes representing experience, training, or education, whether military 
or civilian! 


J' 


J 



(1) The first element (A units-2 letters followed by 2 digits) 
tolls us the field of specialized knowledge or skill acquired during 
tho given period, 

(2) The second element gives us the extent or duration in years 
of this specialized experience. It also specifies academic degree of 
training or education. 

(3) The third element describes the role played by the employee 
or applicant while getting this specialized experience. 

(4) The fourth element tells us the nature of the source of 

the experience (identifying the specific college if a degree resulted 
from the experience). 

(5) The fifth element dates the experience, permitting a judg- 
, Lceat of how valuable and current the experience is when viewed in 

tho light of other information. 


Tha ceding structure is comprehensive enough to permit recording in 
abbreviated form all the experience, skills, special achievements (licenses, 
patents, copyrights), hobbies, and any other qualifications of an individual 
which might be of use to 'the Agency. 


f 

C 


*•1 
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EDUCATION 
AND THE 

CENTRAL INTELLIGENCE AGENCY 


"In two and a half years of working with these '(CIA) 
men I have yet to meet a ’007.' I have met dozens of men 
who are moved and motivated by the highest and most 
patriotic and dedicated purposes - -men who are specialists 
in economics and political science and history and geography 
and physics and many other fields where logic and analysis 
are crucial to the decisions that the President of their 
country is called upon to make. Through my experience with 
these men I have learned that their most significant 
triumphs come not in the secret s passed in the dark but in 
patient reading, hour after hour, of highly technical 
periodicals. 

"In a real sense they are America’s professional 
students; they are unsung just as they are invaluable." 

President Johnson 
June, 1956 


In international affairs, Intelligence is knowledge and 
foreknowledge- - fact and estimate. It is an instrument of 
statecraft that serves the nation in war and peace. In war, 
it is knowledge of the enemy without which there is no victory. 
In peace, it is that knowledge of the world about us which is 
essential to the preservation of peace. Always it is a never- 
ending quest for an accurate and objective understanding of men 
and events throughout, the world. It is the support of policy, 
the prelude to decision, and the guide to action. It is the 
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competitive search for truth. 

The history of intelligence is as old as history itself 
because knowledge has always been essential to the rational 
conduct of affairs among nations. In times of peril, it has 
been an integral part of the response to the challenge, and 
the story of American intelligence reaches back to the earliest 
days of the Republic. 

Today's American intelligence system is a valid expression 
of American society, with all its vigor and ingenuity, with all 
its complexity and some of its contradictions, as that society 
probes for solutions to situations its founding fathers could 
never have conceived. 

Our modern age has seen complex social, economic, and s' 
technological changes, often accompanied by violent political 
upheavals. The emergence in our time of such ideologies and 
power movements as Nazism and Communism, and the development 
of nuclear power and missile systems have brought in their wake 
new problems of national and international security. The task 
of Intelligence has become more complex and more difficult; 
indeed, American Intelligence today is taxed with challenges no 
other intelligence system ever faced. 

CIA's responsibilities grow from this nation’s emergence 
as a superpower at the end of World War II and from its efforts 
to meet the problems confronting a nation technically at peace 
and determined to remain free. 

-2 k8 - 
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For the United States, this has necessitated developing 

» 

and perfecting both old and new techniques, and more efficiently- 
marshalling the intellectual resources of the nation to meet 
the challenge from abroad. • 

The key to national response is knowledge- -knowledge of 
what accuracy and reliability the Soviets and Communist 
Chinese are building into their ICBM's, knowledge of Soviet 
progress with advanced radars, knowledge of Soviet awareness 
of American progress. Without this knowledge there can be no 
rational planning of America's own prodigiously costly defense 
effort. 

CIA reads nearly everything that comes into official 
Washington- -State traffic, Defense traffic, Agency traffic, the 

v 

American and foreign press. From it CIA distills a brief, 
accurate account of events abroad, arranged in context and 
presented in concise non-bureaucratic English. This report is 
supplied to the President , the Secretaries of State and Defense, 
and his other senior national security advisors. Each of the 
top policy officers exercises a priority call on CIA's services, 
and CIA cannot refuse a request from one because its resources 
are fully engaged in a task for another. Moreover, each official 
is entitled to have his particular interests satisfied in the 
terms most convenient to him. 

In a sense CIA's output is the reverse of a ne\>;spaper. 

Where the paper uses a relatively few collectors to serve a 
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mass audience, CIA uses a mdss of collectors to hand-craft 
for a very few. 

The London Economist describes the process thus: 

Modern intelligence has to do with the painstaking 
collection and analysis of fact, the exercise of judg- 
ment, and clear and quick presentation. It is not 
simply what serious journalists would always produce 
if they had time: it is something more rigorous, 

continuous, and above all operational -- that is to say, 
related to something that somebody wants to do or may 
be forced to do. 

But a quarter of a century ago when President Roosevelt 

charged Colonel William J. Donovan with establishing a national 

intelligence service, matters were by no means so well defined. 

It is significant that Colonel Donovan turned first to the 

academic community for his organizational nucleus, and brought 

\ 

into OSS such distinguished educators as Professors. William- 
Langer and Edward S. Mason of Harvard, and President James 
Phinney Baxter of Williams College. Others from the field of 
education who served American Intelligence in its early days 
were Barnaby Keeney, later President of Brown; Presidential 
advisors Arthur Schlesinger, Jr. and Walt W. Rostow; and 
Dr. John W. Gardner, Secretary of Health, Education and Welfare 
McGeorge Bundy has described the association in these 
words: 

"It is a curious fact of academic history that the 
first great center of area studies in the United States 
was not located in any university, but in Washington, 
during the Second World War, in the Office of Strategic 
Services. In very large measure the area study programs 


- 2^0 - 
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developed in American universities in the years after 
the war were manned, directed, or stimulated by graduates 
of the OSS.... It is still true today, and I hope it 
always will be, that there is a high measure of inter- 
penetration between universities with area programs and 
the information-gathering agencies of the government of 
the United States,"* 

So it was that early in the organization of the American 
Intelligence effort there evolved an identification and a shared 
community of interest between national intelligence and education- 
a relationship that continues, to the mutual benefit of each. 

Professional Qualifications for Intelligence 

Because the scope of modern American Intelligence encompasses 
a diverse variety of talents and many areas of knowledge, its 
importance places a heavy premium upon the character and abilities 
of those . selected to engage in it. . About 18 percent of CIA's 
professional population have had prior educational experience 
and, according to a New York Times report, the Agency would be 
able to staff any college from among its corps of analysts, half 
of whom have advanced degrees and 30 percent the Doctorate. 

Considering the years required for undergraduate and 
graduate study, foreign experience, and 10 to 15 years of 
'professional intelligence work, the total represents an un- 
matched reservoir of knowledge, competence, and skills at 


* T he D im ens io ns of Diplomac y, Edited by E. A. J. Johnson, 

The JbTTns Hopkins Press, 1?64 
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the service of the nation’s policy makers. 

The CIA believes its functions are being accomplished- - 
not by flashy triumphs of espionage, but by an enormous amount 
of painstaking work, and regards the occasional Colonel 
Penkovsky as a windfall--a golden apple, but a windfall 
nonetheless. 

Emphasizing CIA's debt to education is the fact that a 
majority of the Agency's employees have earned Baccalaureate 
Degrees; 16 percent hold Master's Degrees and 5 percent 
attained the Doctorate of Philosophy. 

These academic degrees were awarded by nearly 700 U.S. 
colleges and universities in the United States, and by 6C 
universities abroad. They comprise 281 major fields of 

\ • 

specialization ranging from Accounting to Zoology, the six most 
representative disciplines being History, Political Science, 
Business Administration, Economics, English, and International 
Relations. 

A prime need of the Central Intelligence Agency is for 
young men and women with Liberal Arts training- -who have a 
strong sense of history- -who are keenly aware of the forces of 
economics and politics - -and who have substantial command of at 
least one foreign language. They must be intelligent and 
resourceful, personable and persuasive. They must be willing 
to work anonymously and they must be willing to serve in far 
places as needs arise. 
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A career in CIA attracts many college seniors, but it is 

i 

largely to the graduate schools that the Agency turns for 
mature students educationally equipped for professional work 
in intelligence. 

CIA's search for academic excellence is a continuing 
program involving direct contact by CIA recruiters with 
universities at both the graduate and undergraduate level, 
foundations, and specialized research institutes, 

A Synthesis of Skills 

The intelligence cycle is a continuous process, beginning 
with the .drafting of information requirements, followed by the 
location and exploitation of information sources, and leading 
finally to the dissemination of intelligence reports or estimates 
Information In many forms and from a variety of sources reaches 
CIA analysts who are trained in and alerted to the recognition 
of items of intelligence value that warrant coding, classifica- 
tion, and filing for ultimate incorporation in a definitive 
research document. 

CIA research staffs require and work in an intellectual 
environment conducive to scholarly inquiry and contemplation. 

They are supported by a collection of source materials and 
library facilities that include 116,000 volumes, access to 
external consultants and a foreign documents division that 
supplies translations and editorial assistance. CIA’s unique 
facilities and techniques for the indexing, abstracting, trans- 
lation, storing, and retrieval of information and data have 
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been praised as "The most comprehensive information system now 

i 

in operation." This recognition was accorded by the Committee 
on Government Operations of the U.S. Senate. 

CIA's responsibility for research, analysis, and the 
preparation of reports on foreign economic systems involves 
the measurement of aggregative economic performance^ or detailed 
research on various sectors of foreign economics: major industries, 

transportation, communications, agriculture, international 
trade, finance, etc. These assignments require graduate skills 
in. Economics , Economic History, Economic Geography, Area Studies, 
and International Trade. 

Research of a different character is performed in other 
components of the Agency. One office, for instance, requires 
sensitivity to developing trends and the ability to synthetize 
political, economic, and military intelligence in support of 
judgments regarding the intentions and capabilities of foreign 
governments. Reports from this office often go directly to the 
highest policy level in the government. 

The impact of science and technology on all aspects of 
human existence makes it mandatory that our government be aware 
of scientific progress in all parts of the world. Since science 
and technology contribute to the economic, military, and political 
strength of any country, it is readily apparent -that its 
offensive and defensive capabilities are influenced by its 
achievements in science and technology. Thus, scientific 
intelligence is an integral part of the total intelligence process. 
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C1A employs scientists, engineers, and technicians at 
several stages of the intelligence cycle. Space technology 
and missile systems are the objects of intensive study. The 
art and science of photogrammetry are- employed in the critical 
interpretation and analysis of aerial photographs, and, here, 

CIA utilizes geologists, geodesists, geographers, foresters, 
architectural, and civil engineers, and talents in the graphic 
and illustrative arts. 

The electronic engineer may work in one of the communica- 
tions media so vital to the continuity of the intelligence 
process. 

The physical and biological scientist may be a member of 
the research staffs responsible for surveying foreign scientific 
literature. 

The Agency is justifiably proud of contributions in 
scientific intelligence made by both its permanent staff and 
i'ts nationwide roster of consultants. The CIA scientist enjoys 
a congenial, stimulating, and educational environment in which 
to further his professional interest. He is encouraged and 
enabled to keep abreast of developments in his specific field 
and thus to grow in professional stature. In many scientific 
and technical study areas, and in other research fields, advanced 
academic studies are sponsored by the Agency. 

Singularly active in the use of computers for management 
applications, scientific and engineering calculations, and 
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information retrieval, CIA offers mathematicians, systems 

analysts, computer programmers, and electronic engineers 

/ 

career opportunities in its unique and progressive data process- 
ing complex. 

Understandably, the intelligence cycle must look to its 
administrative support arm to keep all of its human and mechanical 
elements functioning efficiently and effectively. Agency 
career fields found in this major activity seek out the law 
graduate, the business and public administration major, the 
medical officer and medical technician, the personnel manage- 
ment specialist, the communications engineer and his technicians 
trained in wireless transmission, reception and maintenance. 

At CIA initiative a high-speed facsimile transmitter has 
been developed with which an untrained operator can encipher' 
and transmit a document at more than 6 pages per minute. At 
that rate the entire Encyclopedia Britannica could be transmitted 
to or from CIA Headquarters in about 60 hours. 

Twenty Years Young 

CIA, having celebrated its 20th birthday in 1967, can no 
longer be considered a newcomer to the national scene. This 
organizational maturing is reflected in other ways: for example, 

nearly half of the Agency's employees have now served more than 
15 years, and about 75 percent of CIA's professionals are over 
35 years of age. 
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This unusual depth of experience, however, might sink into 
institutional formalism were it not for farsighted programs 
adopted by the Agency early in its existence. 

Professional obsolescence, a serious and continuing 
problem in scientific and technical fields, affects other 
disciplines as well, and its avoidance requires continuous 
updating and training. CIA feels that training should be 
oriented not only toward meeting immediate and pressing re- 
quirements, but should represent a phase of a. planned and 
orderly career development process. 

External Education 

Each year several thousand CIA employees attend some 

\ 

type of non-Agency program in management, science and technology 
and certain technical fields, and for studies in language and 
area and in liberal arts. Since the requirements of the Agency 
concern so many unusual and divergent fields, it is impractical 

i 

for all educational requirements to be met internally. In any 
one month employees spend thousands of man-days participating 
in training, on a full or part-time basis, at a university, 
senior service school, commercial firm, military facility or 
another Government agency. 

In addition, two universities in the Washington area have 
established off-campus centers at the CIA Headquarters building. 
Here Agency students are able to take university courses for 
credit in their off-duty hours. 
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While national security interests impose some limitations 
on CIA employees, many write for publication, attend professional 
meetings, and take periodic leaves of absence to teach and renew 
their contacts with the academic world. 

Completing the cycle, a high percentage of employees who 
leave the Agency for retirement or other reasons take up, or 
return to, an academic career. 

Internal Instruction 

Having considered CIA's relationship to the academic 
community and the Agency’s continuing reliance on institutions . 
of higher education, it might be well to examine some of the 
procedures employed by CIA to train and educate within the 
Agency itself. 

Basic methods of acquiring information are taught selected 
field personnel early in their careers, together with such 
specialized skills as paramilitary techniques and their 
application in counterinsurgency situations such as Laos and 
Vietnam. But since these "tradecraft" subjects concern 
comparatively few CIA officers, perhaps the most comprehensive 
example of in-house training is Agency instruction in foreign 
languages. 

Overall, CIA employees are able to speak and read more 
than a hundred separate languages and dialects, while nearly 
half of all Agency personnel possess foreign language skills 
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in some degree. Thirty-eight percent of CIA's professional 
employees speak one foreign language, 18 percent have demonstrated 
capability in two languages, 14 percent in at least 3, and 
about S percent have facility in 6 or more languages. 

One CIA officer, who must be unique in our government, 
if not the world, possesses abilities in fifty-one foreign 
languages, many of which were acquired under CIA auspices. 

Training in foreign languages is accomplished in a highly 
varied program of instruction ranging from twelve-month, 
intensive, comprehensive courses to part-time familiarization 
programs of only a few hours. It is also undertaken through 
tutorial training and Programmed Assisted Instruction. CIA's 
emphasis on spoken language skills stems from the major 

v 

requirement for Agency employees who serve abroad; • ability' 

in oral communication; for these employees, the ability to 

read or write a language is secondary. On the other hand, 

intelligence production specialists more often need to read and 
% 

evaluate foreign documents, frequently in a recondite field. 

Language School instructors use techniques similar to 
those used in traditional academic courses even though relatively 
few graduates of university courses are able to read even a 
newspaper in a foreign language. The subject matter and the 
•technical level of foreign language materials which concern 
Agency employees, however, are quite different from those that 
are the concern of most, academic courses. The Language School 
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has therefore developed additional techniques, tailored to the 
Agency’s interests. 

These include instructional tape recordings in sixty 
different languages, a large and modern language laboratory, 
and a library of 4,000 language and area books. 

The language faculty comprises staff employees, scientific 
linguists, and contract employees, many of whom are employed 
on a full-time basis. With this staff, the CIA Language School 
can provide full-time instruction in twenty languages and less 
intensive instruction in thirty-five others. About forty 
percent of the students are under full-time instruction. 

Taken in all its aspects, CIA's language instruction 
program is believed to have few, if any, rivals in the Free v 
World. 

The Vital Tripod 

And it is the Free World that CIA, in concert with other 
departments of our government, is working to keep free. 

Twentieth Century technology- -and ideology- -have forced the 
American intelligence system to grow in s-ize and importance, 
yet the end products of this system remain information and 
judgment. The system itself may be said to rest firmly upon a 
tripod whose legs are Responsibility, Objectivity and Independenc 
qualities equally indispensable to the educator and the scholar. 

The ultimate success of American Intelligence- -and American 
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foreign policy- -depends to a large extent upon the educational 
excellence o£ its responsible officers. And to the degree 
the American academic community can continue to meet this 
exceptional challenge may depend the lives and freedom of us 
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